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“LIVE ACTION “toucn 


for the fastest, easiest typing 
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Smith-Corona engineers have succeeded in 
breathing life into the electric. How? By cush- 
ioning the keybars so that they give — ever so 
gently — even if you thud the keys. The result 
is a ‘‘Live Action’’ Touch. That’s just one of 
the reasons it’s easier— much easier— to type 
ona Smith-Corona, the world’s fastest electric 
typewriter. Phone today for a revealing ten- 
minute demonstration. 
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FOR COMFORT, 
bonded foam latex 
padding; 2” on 
seat, 1° on back 
and arm rests 


TON-TESTED! 
Modern testing 
showed these 
chairs etill rigid 
under more than a 
ton of pressure. 


“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do. 


THEY STACK— 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 


OF KANSAS CITY... 


os 





beautiful modern Lightweight 
chains in decorate’. colors , 
PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 
... in fresh new design concepts 
that are pleasing to the eye... 
rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. S. NAUGAHYDE; other 
fabrics in many colors available. 
“Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 
... Side chairs as low as 31.40, 
swivels as low as 53.00. Ask to 
see them today! 


heh your Cramer dealer 


OR WRITE DEPT. O1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 
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No assistant treasurer was ever more 
astonished ... or more curious. Why were 
the foremen so cold toward the new stock 
purchase plan? 

Then came the deluge. The foremen 
stated flatly that money was being wasted 
on indirect labor. Yet without daily re- 
ports on their operations — man-hours, 
output, work ahead — they could do little 
about it. Some of them had complained 
before. All of them questioned the future 
of a company where factory costs were 
handled so loosely. 


That’s how we got a nice order for 
Keysort punched-card accounting. Now 
each foreman receives a daily labor con- 
trol summary of his department’s opera- 


McBEE 9 & 


tions for the preceding day. When some- 
thing goes wrong, it’s corrected on time, 
not two weeks later. Idle man-hours have 
been cut. Fewer layoffs and extra shifts. 
The general manager has stabilized pro- 
duction. And profits are up. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk daily, 
weekly, monthly — as your needs require. 
Whether you run a titan of industry or a 
100-man branch plant. At remarkably low 
cost. 


The McBee man near you can show you 
how it’s done. Jt will take him one hour, 
from start to finish. Phone him or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + 


Division of Royal McBee Corporation 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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WHITE COLLAR BLUES 


Its Cause and Its Cure 


TIMOTHY W. COSTELLO, Ph.D. 
Associate Professor of Psychology, School of Commerce, Accounts & Finance, 
New York University 


HE DISEASE is the blues. The 
patient is the office worker from the 
department head level to the newest 
arrival out of high school. 
toms are low morale and 
resulting in absenteeism, high turnover, 
low production and decreasing initiative. 


The symp 


restlessness 


he causes are increasingly widespread 
which 

and 
psychological impact on the white collar 
worker, changes that amount to a 
Twentieth Century Revolution in the 
clerical field, in some regards equal in 
its influence to the Industrial Revolu- 
tion. 

The symptoms of white collar blues 
are described in various ways by execu- 
tives and supervisors in a wide variety 
of office situations. One section head in 


changes in the work situation 


had economie, sociological 


how 


a large insurance firm puts it this way: 
“T have no time left to do anything but 
break in new employees. It seems that 
no sooner do I train a new girl than she 
is leaving and I have to start all over 
again.” Labor turnover is at its highest 
rate in office management history. 

The Wall Street Journal humorously 
deseribed another symptom in a little 
ditty that pointed out that it still might 
be possible to add to the coffee break, 
the restroom break, the social break—a 
work break. 

A president of a major organization 
complained publicly that today the cleri- 
cal force is demanding more and more. 
“When are they going to stop?” he 
asked. 

A department head, who took consid- 
erable pains to groom one of his staff 








Rx for melancholia clericalis— 
Partiipatwe management. 
Open communication Lines. 
Dramatic goals. 
Achievement recognition. 
Personnel techniques. 
Good supervision. 
Pertodic check-ups. 








Here's Dr. Costello's prescription for the malady he describes. 
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Security... 


————S—i( 


Plans Retirement 
To House on Lake 


Arthur Wilcox is counting the days 
until next May 29. On that date Artie 
will have completed twenty-five years 
in the office of ABC Manufacturing Co. 
The date will also mark Artie’s sixty- 
ji" birthday and his last day on the 





job before his retirements. 

We met Artie the other day in the 
First National Bank where he had just 
made the final mortgage payment on 
his house at Lake Breeze. Mr. and 

)Mrs. Wilcox will move to the Lake 
permanently upon his retirement. When 
we asked what he will do with his time 
after retirement, Artie answered, “Oh, 
there are so many things I want to do: 
things I never have time to do while 
I’m working. I’ll begin by just sitting 
back and resting. Boy will that feel 
good.” It sounded good to us, too, and 
we wish the Wilcoxes the best of every- 
thing in their new home. : 








for promotion to assistant, was dis 
mayed when the staff member said he 
eouldn’t accept the promotion. The rea 
son—there was too much responsibility 
involved. 

Typical of 
of the blues were statements made by a 
group of senior bank employees all of 
whom had supervisory responsibilities. 
During the course of a milk strike, the 
standard joke in the group was that 
they would all have done better to get 
jobs as milk route drivers because the 
salaries were certainly higher. The com 
ments offered in humor but un- 
questionably they were indicative of un- 
derlying feelings of resentment. 

At the lower levels of office work, low 
morale is acted out in absenteeism and 
frequent job changes. At the higher 
levels it is manifest in more subtle 
form: a covert feeling of resentfulness, 
an inability to operate at the highest 
level of capacity or initiative. These 


expressions symptomat ic 


were 


differently expressed symptoms interact 
and are producing a downward spiral of 
depression and low morale. 

The causes can be understood only in 
terms of understanding the basie causes 
of job satistaction. Job satistaction 1s 
a complex thing that cannot be pro 
duced by any single motivating influ 
ence. Every worker, white collar or not, 
spends more of his working time on the 
job than he does any place else, inelud 
ing his home. He expects then to satisfy 
basic needs as a person 
His job, like it or not, 1s 
the major part of his life. 

He must, of course, satisfy his secu 
rity needs. In a minimal way he can do 
so when he is paid enough to meet his 
bills and feels some assurance about the 
stability of his employment. 

But security is only the beginning of 
job satistaction and, for many younger 
people, its appeal is no longer as strong 
as if An important source ot job 
Satistaction, particularly for the white 
collar worker, is the status and prestige 
associated with the job. The opinions 
of friends about his job, the symbolic 
indications of his position in the social 
hierarchy, the general experiencing of 
social importance, are significant factors 


many of his 


on his job. 


was 


Social Recognition... 





Marion Foster 


Engaged to Officer 


Mr. and Mrs. Chester Foster have 
announced the engagement of their 
daughter, Miss Marion Foster, to First 
Lieut. James Ames of the Air Force. 
He is the son of Mr. and Mrs. George 
: Ames of Brookville. : 

Miss Foster, whose father is as- 
sistant secretary of ABC Manufactur- 
ing Co., was graduated with the class 
of '55 from State College. Her fiance 
attended Brookville University. Lieut. 
Ames’ father, George P. Ames, is chair- 
man of the board of the Brookville 
Power & Light Co. 
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Achievement... 





mpany Promotes 


Brown to Supervisor 


Robert LL. Brown has been promoted 
to supervisor of the tabulating depart- 
ment of the ABC Manufacturing Co., it 
was announced recently by Charles 
Cromwell, controller of the 47-year-old 
firm. Mr. Brown joined the company 
in April, 1952. He succeeds Chester 
Foster whose appointment as assistant 
secretary was announced last week. 
Mr. Cromwell stated that, “This is in 
line with ABC’s method of rewarding 
deserving employees with promotion to 
supervisory positions whenever such 
openings occur.” teem 





in job satisfaction. 

Not entirely independent of 
recognition is the opportunity offered by 
the job to use one’s abilities, and to ex- 
perience success and a sense of accom 
plishment. On the job or off, the men- 
tally healthy individual devotes himselt 
to efforts to utilize his particular capaci- 
ties. If the job doesn’t offer it, empha- 
sis will be placed on off-the-job activities 
The do-it-yourself rage 
is based in part on this fact. 

Finally, job satisfaction rests on the 
occasional expressing of the new and 
the different. Adventure calls all of us 
and the happiest workers are those who 
can experience some adventure, escape 
or challenge in their on-the-job assign- 
ments. 

The basie human needs are security, 
social recognition, achievement, and ad- 
venture or escape. White collar work- 
ers must find these needs met on the 
job. Yet close examination of changes 
that have been taking place during the 
past 25 to 50 years will suggest that in 
every category, the clerical work situ- 
ation is offering decressed need satis- 
faction. And the trend is continuing. 
Following are some of the factors that 
are producing this situation. 


social 


such as hobbies. 
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The security value of the white collar 
job is being sapped by the increasing 
security provided for all workers. At 
one time the most attractive Teature ol 
an office job was its promise of security 

season in and season out, year in and 
year out. Generally this security is still 
present but its importance or distine- 
tiveness is no longer present. Blue 
collar workers are increasingly being 
given the same kind of security, either 
from the financial cushions provided in 
unemployment insurance or social seeu- 
rity payments or by union negotiated 
euaranteed annual wage contracts. The 
welfare state with its planned security 
program and the inflationary economy 
has made employer backed security less 
significant as a factor in producing job 
satisfaction. 

The income differential between white 
and blue collar groups has largely dis- 
appeared. Going as far back as 1890, 
the white collar income was double that 
of wage worker groups. ‘Today it 1s 


Escape... 


Local Man Has 
Unusual Hobby 


Charles Chubbley is a man who 
makes a lot out of little things. In 
fact, he has constructed what many 
consider to be a work of art out of 
nothing except toothpicks and glue. 
Mr. Chubbley’s masterpiece is on view 
this week in the window of the Brook- 
ville National Bank where it is attract- 
ing the attention of everyone passing 
through Main St. 

The object of all eyes is a replica 
of the famous Cathedral of Notre Dame 

in Paris. It is made entirely of tooth- 
) Picks and it took Mr. Chubbley four 

years of work in his sparetime. He 
says he spent an hour or so after work 
each day on the project. “It helped 
me relax after a day at the office,” he 
added, “and now I have started ancther 
model.” Mr. Chubbley wouldn’t reveal 
what his new model would be but he 
did say it would be made of nothing 
{except empty matchbooks. 











Wherever people work | 
standing... 


they re happier 


fatiqued 
a efficient 


when they are 
standing on * 


HYGIENIC 


Foot Comfort 


MATS & RUNNERS 


® 8 MARBLEIZED COLORS 
@ BEVELED EDGES FOR SAFETY 


See your OFFICE SUPPLY DEALER or write: 
FLOORING DIV., Dept. £ for prices and litereture. | 








iz 


THE HYGIENIC DENTAL-MFG. CO. 
AKRON 8, OHIO, U.S.A 


For More Information Circle No. 239 
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Adventure... 


She Gets Paid to 
See the Country 


Helen Black of Nearsburg likes her 
job, and well she should. Within the 
past year she has travelled more than 
100,000 miles by air and visited many 
important cities throughout the nation. 
Not only does it cost her nothing, but 
she is paid a salary. 

You see, Miss Black is a_ public 
stenographer on one of Super Airlines’ 
four-motor flagships. She sees many 
interesting sights and is continually 
meeting important people. Many well 
<nown personages have dictated letters 
and memoranda to Miss Black. She 
types the letters on the plane and has 
the finished copies ready for the pas- 
sengers before they reach their desti- 
nation. Helen says, “It’s a grand job 
and so much nicer than working in an 
office.” 








estimated that office workers earn less 
than skilled factory Fringe 
benefits in the form of holiday pay, sick 
leave and pensions, once the distinctive 
prerogative of the white collar worker, 
are now demanded and received at all 
levels of the work force. Clearly the 
economic and security situation. of the 
white collar worker in relation to the 
factory worker has worsened, and office 
workers are well aware of this fact. 
There are other causes, of course, for 
white collar blues. These largely attack 
recognition and achievement needs. For 
example, today it is estimated that, 
through the vast strides made by auto- 
mation, 80% of office jobs ean be mech- 
anized. Many of them already are and 
thousands of office workers find them- 
selves feeding or tending machines of 
one sort or another in the best factory 
fashion. Even before this stage, office 
work had been fractionated so as to 
effect an assembly line mode of pro- 
duction with each individual responsible 
for 9 smaller and smaller section of the 
job. The satisfactions of seeing the job 


workers. 
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EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer fo the copying problems of 
_ Business + Industry + Institutions 


Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. (Inset) Exclusive, selt- 
leveling stripper pin with optional 
blades for positive feeding of paper 
or card stock. 

This fabulous Standard Rocket Duplicator 
goes like a blue streak . . . goes smoothly, 
quietly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it’s convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
America, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp 
with blockout slot firmly grips all 
masters. Scale on drum and tray for 
positioning. 


IT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


\ 
oyer’ 


STANDARD DUPLICATING MACHINES CORPORATION, EVERETT 49, MASSACHUSETTS 





through from beginning to end are 
Mr. Dealer!!! |rarely offered. Office workers are find 
ing little opportunity to satisfy their 
achievement needs in this mechanized 
and routinized world. 

This decreased dependence on human 
\. skills comes to a work group that is at 
x its highest level of education. The aver- 
CAR BON THAT SATISFIES. age educational level of office workers 1s 
better than high school graduation. Yet 
today their jobs call for less education. 
INTERLEAVED So true is this that it is safe to estimate 
that more than three-fourths of the office 
7 jobs today ean be learned in three 
ORMS months. Being over prepared for a job 
that offers only meager challenge is a 

Don't lose even one o rder, while | good cause for the blues. 
waiting for gout long run” order More subtle in their attack on white 


be comple collar ego are certain other changes that 


Let ay 6G. W. HERNDON CO. have taken place. Not so many years 


ago the office worker was one of a rela- 
make your Car i 
_— soi : — Interleaved Forms tively small group of workers in his 


field: he worked in a small office, with a 
stable group of fellow employees, and 
had frequent opportunity to meet with 
top brass. The tend toward bigness 
that has changed these circumstances has 
done much to reduce the status of the 
office worker. While wage workers were 
increasing by 255%, white collar work- 
ers were increasing by 1600%. This 
has meant, of course, being less distine- 


eee 
, 
We specialize in these 
ieeke- Paaseieen ons 
a RUSH ORDER basis... 


Prestige . 


Social Notes 


Committee members working for. the 
success of the benefit performance to 
be given by the dramatic society of 


DEALER INQUIRIES INVITED State College were entertaiped at a 


ri ay ‘ ; tea yesterday afternoon by Mrs. Hum- 
Write us today on your letterhead phrey Townsend at her home in Nears- 


for complete details. All accounts burg. 

fully protected. The March 24 performance | of the 
musical comedy “Happy Times” will be 
given at the Community Center for the 
benefit of the Red Cross. Mrs. Town- 
40 YEARS PRINTING SERVICE’ send is chairman rf se Meee <_< 
mittee. Sponsors of the benefit include 
G. Ww. HERN DON co. Mr. and Mrs. Chester Foster, Mr. and 
1528 HIGH STREET Mrs. Albert Chambers, Mr. and Mrs. 

John H. Green. 
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WRECKED DISGRUNTLED NERVE- RACKING 
MACHINES OPERATORS NOISE 


These things NEVER happen with 


TIFFANY sachins STANDS 


and Tiffany Stands actually cost less than 
$1.00 Per Year of Service 


You get safety and greater office 
efficiency when you buy Tiffany. 
Open top design moves annoying 
machine noises away from operator. 

Solid angle or square tubular steel con- 
struction, reinforced throughout, stops 
shakes, provides firm foundation for prac- 
tically all office machines. Concealed cast- 
ers eliminate accidents; smooth edge 
framework prevents snagged hose and 
scratches. 











With 1 
drop leaf— 
Model 5000 


MODEL 5002 


MODEL 5002—Heavy metal castings form solid 

base for stand, cover retractable, positive-action 
Models - casters, 4-cup open top locks machine base in 
5000, 5002, es place; reduces noise and vibration. Drop leaves 
8000 and re OW : attach flush with top or low for posting tray. 


pines He Model 8000—Heavy-duty stand with “plus” fea- 


35!/." high 4 ™ tures never before available, Designed especially 
ins teed , for today's heavier electric office machines; vibra- 
up werk ~ _— | le tion-free, tremendous strength through super 
; Motel 8002 rigid construction. "King-size" drop leaf. Foot 
pedal easily retracts casters. |-piece top adjusts 

At better dealers everywhere: for most machine bases. ; 


Often Imitated... 


Never Duplicated 7350 FORSYTH 
ST. LOUIS 5, MO. titcoce 
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...written just once 


From first step to final record, all copies you Ozalid will make copies of anything written, 


require in order-processing are reproduced fron printed, typed, or drawn on any paper that 
t one original — with Ozalid transmits light. Every copy is completely dry, 
, , dy for instant use without stencils, inks, 
Salesmen write their orders on translucent order ate ' 


, negatives, or 
forms. In seconds, Ozalid turns out color-coded ~~ 


copies ior customer conhrmation, inventory LOWEST cosT PER COPY 


production, shipping, accounting, invoicing Yo I 


} j 
fuids 


ter-size sheet of Ozalid paper costs you 


time it takes to retype, recopy = val dnl: Chemie alia Grae 


transcribe any number of copies pies on sO many materials, in so many color 
ENDS “‘REPEAT WRITING “’ combinations, without messy fluid changes 
Ozalid ends “repeat writing” throughout your Save the high cost of duplicate writing in your 
business. In every operation—sales, purchasing, business. Let your nearest Ozalid representative 
production, accounting, engineering — Ozalid tell you how. His number’s in the phone book, 


reproduces multiple copies without rewriting or send coupon below for more information 


OZALID 


DIRECT |COPY_SYSTEMS 


LEorr) 


Ozalid, Dept. |-3, Johnson City, N. Y. 


"lease send more intormation. I am interested in 


OC) Order-Invoicing Purchasing 


Receiving 


Position 


A Division of General Aniline & Film Corporation: In Canada, Hughes Owens Company, Ltd., Montreal 


For More Information Circle No. 157 
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tive in one’s oecupation and a loss in 
status. In 1930 more than one-half the 
omce personnel worked in offices of less 
than 50; today this figure would be con 
siderably reduced, The feeling of im 
portance and exclusiveness that goes 
with small numbers has been lost. With 
bigness the close relationships with top 
compan executives have become LEED POs 
sible. Today they are trequently only 
names seen in the annual report. 
Today's office is more and more being 
staffed by recent high school graduates, 
more than half of them women. For 
many reasons the identification of this 


group with their job is a loose one and 


then transiency on the job is notorious. 
Many senior office personnel are thrown 
into contaet with this somewhat flighty 
group. Under such conditions, long 
time personal friendships cannot be es 
tablished, feelings of loyalty, conscien- 
tiousness and industry are threatened. 

A survey conducted by the War Man 
power Commission suggested that 80% 
ota representative group of office work 
ers expected no promotion. Kor this 
large group their job meant a day-in, 
day-out sameness and routine that of 
fered little hope for adventure in escape. 
This would mean almost certainly the 
development of the point of view that 
the job is something to get over with 
rather than something to be looked for 
ward to. 

These are long term trends, not im 
mediate factors, that have been identi- 
ied. These are the changes that have 
been increasingly limiting white collar 
opportunities for job satisfaction and 
have established a depressed atmosphere 
in the office field that is having its im 
pact on both senior personnel who have 
lived through the changes and the young 
people newly arriving in the field. 

The trends described cannot be re 
versed. On the contrary, there is every 
indication that they will continue with 
increased speed. The remedy for the 
white collar blues eannot be along C:CO- 
nomic lines, nor can we hold our hand 
up to halt the tides of automation. The 
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Verti-FILe 


TRADEMARK 


THE LOWEST COST, MOST 
EFFICIENT SYSTEM FOR 
FILING ACTIVE 

RECORDS 


The ‘‘Verti-File’’ open shelf filing 
system couples the economy of a low 
capital investment with High speed 
filing efficiency. This system is most 
suitable for new installations, but if 
you are adding to your present filing 
set-up, it is easily adaptable to all 
filing methods. 

Why not have our literature and 
prices in front of you? 


WRITE FOR 
NEW BROCHURE AND 
: x PRICES on “VERTI-FILE”’ 


eS DELUXE 


METAL FURNITURE CO, 
445 Struthers St. 
WARREN, PA. 


A DIVISION OF THE ROYAL METAL MFG. CO. 


Manufacturers of library shelving, industrial shelving, and factory 
furniture for over a quarter of a century. 
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remedy lies in providing substitute satis 
factions for those which the white collar 
worker has lost. This ean be 
largely by concentrating on the psycho 
logical side of need satisfactions. 

The procedures to be suggested are 
not new ones but they must be followed 
with renewed vigor and a dedicated de 
votion if they are to compensate for the 
white collar workers have ex- 
perienced. 

1. Perhaps the single most important 
step that must be taken is the develop- 
ment of what has been called partici- 
pative management which continuously 
encourages maximum consultation with, 
and participation by, associates and sub- 
ordinates. Be sure that participation 
reaches down to the lowest employee 
levels. 

The best way of concretizing this is 
to give an opposite example. The head 
of a several-million-dollar business ac 
ceded to. the request to set up super- 


done 


losses 





FOR ALL NOISY 
OFFICE MACHINES 


diseussion groups “just so long 


VISOTY 
as thev don’t give these fellows the idea 
that we want their ideas on running the 
business. They're likely to think they 
ean run it better than we ean.” 

On the positive side there is the ex 
ample of a carefully controlled exper!- 
ment conducted under actual working 
conditions in the garment industry 
where a critical problem is the frequent 
changes in production procedures. The 
usual method of initiating such changes 
was to devise the new procedure, then 
tell the employees about it. A drop in 
production always followed while em 
ployee change was 
slowly overcome and they learned the 
In the experiment, two 


resistance to the 


new procedure, 
other procedures were used and results 
were compared with the traditional pro 
cedure. Under one condition representa 
tives of the employees were brought in 
change 
about 


reasons for the 
their 


to discuss the 


and were asked for ideas 


Cause and Result . . . from NOISE 


“‘Acousticon”’ is a h2aring aid. . 


ACOUSTINET 
vibrations of noise . 
protects your employees’ health. . 
pensable claims. 


© 1956 





(Gate 





is an acoustical cabinet designed to absorb harmful 
used to prevent loss of hearing from noise. Sof’Tone 
- and it may protect you too.. 


. used after loss of hearing. 


metallic 


. from com- 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


303 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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Everybody LOVE@™fresh Linens... 


(You buou they de!) 


.-.and as an alert office manager you realize that employees 
and visitors alike appreciate the hospitable touch of soft cotton towels 
in your washrooms. But did you know how really inexpensive it is 
to provide this comfort through Linen SuppLy Service? It would 
pay you to check. Call your Loca Linen SuppiieR (under “Linen 
Supply” or ‘“Towel Service” in the classified phone book). Or write 
us for free descriptive booklet. 


& 
Association of America 
(| and National Cotton Council 
22 W. Monroe Srt., Cuicaco 3 


IN ANY BUSINESS...LINEN SUPPLY IS GOOD BUSINESS 
For More Information Circte No. 121 
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when it must 
speak with 


authority... 


it should 


\n be on 
\ Atlantic Bond! 


makes a g0%* od 
impression. That’s why so many 


depend on ATLANTIC BOND. 


ATLANTIC BOND isthe 
genuinely watermarked, + 
Bond... first in its field 

in sales... first in performar 
ATLANTIC BOND 
bulk and stiffness mean smoother 

unning. Impressions “take” better 

look sharper, clearer. And ATLANTIC 
BOND is moisture-controlled for dimensional 
stability assuring 1 

register on every run. 


Follow the leaders and make every job have that 


ortant” look. Run it on ATLANTIC. 
EASTERN “—<aaaee 


\ 


C Manifes, 
Atlantic by 


ATLANTIC BOND 

ATLANTIC DUPLICATOR 

ATLANTIC MIMEO 

ATLANTIC OFFSET 

MANIFEST BOND 
EXCELLENCE 

IN FINE PAPERS 
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how to make the change. When the 
change was actually effected, production 
dropped off less and the normal produc- 
tion ratio was reached sooner. The pro- 
cedure was carried a step farther. For 
employee group, opportunity was 
provided for all employees to partici- 
pate in a discussion of the change prior 
to its occurrence. This group showed 
absolutely no drop in production when 
their change in production procedures 
was put into operation. You can be 
sure they felt better about things. 
Participative management can operate 
through a program of group discussions 
around problems and decisions at all 
levels. It will be assisted by a carefully 
planned suggestion system. Regular 
delegation of authority, as well as re- 
sponsibility, is a part of it. 

The participative man- 
agement, and of the morale program in 
general, will depend on wide open lines 
of communication. To produce a real 
sense of job satisfaction the employee 
must be told more about his job: where 
it begins, what happens when he com- 
pletes his contribution, its importance, 
how his salary is determined, how high 
it can go, and the promotional possibili- 
ties. He must be told about 
job, about the department, and 
his company. He 
about the problems, the future plans, 
important decisions. Only in this way 
can he be made to feel important in the 
job. Positive steps for facilitating up- 
ward communication must be established 
so that employees really can believe that 
management wants to listen, as well as 
to sound off. 


one 


suceess ot 


his boss’ 
about 


the 
its 


goals 


3. Management action to counter 
white collar blues will wisely turn 
attention to setting meaningful 
for all levels. Psychologists in experi- 
mental laboratories have demonstrated 
time after time that behavior geared to 
a goal is better motivated, more highly 
organized and more efficient. These ef- 
fects are intensified as the goal is made 
more concrete and dramatic. To enliven 
his work day and work week, the office 


March, 
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must know something 


GIVES YOU 


ALL-AROUND STAPLING 


PERFORMANCE 
IN THE OFFICE 


ae 
ma 


No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 lb. bond. 


Model 

No. 105 

Standard 

G WAY MACHINE 
Stapler, Tacker, Plier, ort. 
Temporary-Permanent Stitch. ©, 


Model No. P-98 

PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 

at files and other hard-to-reach places. 
FILL IN AND MAIL COUPON 


[arrow Fastener Company, Inc., Dept. O 


One Junius Street, Brooklyn 12, N. Y. 
Please send literature on your office staplers l 


| comPANY 


ADDRESS 


ect SN, 
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worker must be given goals to aim for. 
There must be remote and broad goals 
that can be achieved only after some 
time; but there must also be intermedi 
ate and goals, more readily 
achieved to provide a sense of accom- 
plishment and satisfaction. 
must be tooled in at all 
every employee experiences voal directed 
efforts. The goals cannot be only pro 
duction goals, although these should be 
present organized around a 
training program or a self-improvement 
program are also important. 
4. A program in which 
achievement—as well as failure—ars 
recognized, must be set up. The em 
ployee needs to know that his efforts to 


lesser 


These goals 


levels so that 


Goals 


effort and 


work toward the organizational goal ar 
being recognized. It is not economical 
to assume “that’s what we're paying him 
for.” The excitement provided by the 
expectation of reward—whether it come 
in the form of verbal praise, special rec 


ognition trom the top, promovion o1 


rou- 
Wise 


a raise—adds zest to what can be 
tine drudgery. Even the fear of 
and fairly administered punishment will 
give a positive lift to the spirits ot the 
employee. 

5. Scientific use of a number of per 
sonnel techniques is essential. There 
must be an adequate selection and place- 
ment system in operation. Good tests, 
new techniques in interviewing and im 
proved application blanks are available. 
The training program must begin betore 
the man walks on the job and continue 
for as long as he will be with the com- 
pany. The training techniques must ‘be 
active and alive, based on the needs of 
the employee and on his expectations 
Satistactory channels 

must eXIstf. 
source ot un 


for promotion. 
for handling 
There is no more potent 


YTICVANCES 


morale than tensions and 
that erievances 
which have not been ventilated. Venti- 
lation and then effective follow through 
A regular program of exit 


rest and poo! 


resentments FTOW on 


is essential. 














OFFICE PROCEDURES 


quicker, surer, easier, cheaper— 


OFFICE EQUIPMENT INDUSTRY 


from 


the answer to all problems from 


A - Z will be found in Hall 17 at the 


GERMAN INDUSTRIES FAIR 


—HANNOVER 
April 29-May 8, 1956. 
Information and catalogues from: 
sn-American Trade Prom Off 


ste Bu 
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How to avoid expensive mistakes 


when buying a copying machine 


Will that machine you buy be able to do a// your office copying? Or will you lose time 
and money every time you run up against a job your machine just can’t handle? Use 
this 9-point test to find the machine that will meet your every office copying need 
with a minimum of effort. 


. Test for colored papers. 7. Test for quality and speed under 


. Test for two-sided material. direct lighting. 


. Test for number of copies without 
developer change. (Copease 
4, Test for colored inks, pencil, makes 200-300 excellent copies.) 
crayons, pens, including ball 
points, even non-carbon base. 


. Test for opaque material. 


. Test for minimum dial 
adjustments. (Copease does 95% 
of your work without touching 

6. Test for paper sizes. the dial.) 


5. Test for spirit duplications. 


Only the Copease photocopier scores 100% on this practical test. Avoid expensive 
mistakes when buying a copying machine! Prove to yourself that Copease copies every- 
thing with a FREE three-day trial in your own office. 


“ ce cS . a : the e o~ 
Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles, 3563 Wilshire Boulevard, 
DUnkirk 5-2881 * Chicago, 201 N. Wells St., ANdover 3-6949 ¢ Dealers in Principal Cities 


COPEASE CORPORATION 


270 PARK AVENUE, NEW YORK 17, N. Y. 
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No Insert Cards To Fall Out 


‘ou type directly on the label (or write 
ncil or ball-point pen). Plastic- 

lean and neat. No cards 

strip lets you cut tab to 


Labelon Tabs 
are thinner to 
prevent bulking 
Bound books can 
be tabbed with- 
out distortion. 
Furthermore, 
the light weight 
and flexibility of 
Labelon Tabs 
prevent paper 
from tearing at 
tab edge. 


See your stationer—or write us direct 


affix typed portion 


NEW! 
The ONLY Index Tabs 
with EVERY Desirable Feature 


Nothing To Lick—Sticks 
Instantly Even To Acetate 


abelon Tabs stick without 
moistening, even to acetate. Nothing to lick—just 
pa folder, bend tab back and over, 


Pre ire sensitive L 


and squeeze tight 


Handy 
Display Box 
Lets You 
Select From 


5 


DIFFERENT 
COLORS 


LABELON TAPE CO., INC. 


450 Atlantic Ave., Rochester 9, N. Y. 
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interviews will round vut the personnel 
program. All of these are, of course, 
routine in good management but, when 
effectively done, they add immeasurably 
to morale. 

6. Among the procedures to be devel- 
oped must be which give 
nition to the first line supervisor be- 
cause, for many employees, the only 
concrete form that management takes is 
the immediate supervisor. The wrong 
supervisor can block the downward flow 
of all management’s fine resolutions. 

In this area there is a study that set 
out to examine the different supervisory 
techniques of two groups of supervisors 

one group consistently ran high pro- 
duction, high morale units—the other 
low production, low morale units. All 
were supervising the same kind of work. 
Extensive interviews were held with su- 
pervisor members of each group. The 
high production supervisors could be 
distinguished from the low production 
supervisor in these characteristics: 
High production supervisors avoided 


some recog- 


pressure tactics to get the work out; 
they maintained a general overall super- 
vision rather than “snoopervision”’; they 
felt secure enough to delegate responsi- 
bilitv; they employee-centered 
rather than work-centered; they main- 
tained a democratic, permissive atmos- 
phere in their work units; and they had 
the reputation for letting their em- 
plovees know where they stood. 

7. Finally, as with all patients, it is 
necessary to take the pulse regularly. 
Careful study of morale level changes 
is a must. In general there are two ap- 
proaches that can be taken. 

One is to make use of regularly exist- 
ing personnel channels for this purpose. 
Careful study of grievances—their fre- 
quency, source and causes—will reveal 
much about morale level. It must be 
remembered that a healthy gripe now 
and then is more a sign of spirit and 
enthusiasm in the employee than it is a 
sign of low morale. 

A earefully 
exit 


were 


developed 
interviews will 


program of 
indicate where the 


MULTILITH OPERATORS 


NOW YOU CAN CUT COSTS ~50 oe 


Mi) STEP A 


cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 


ste A — Wrap 


acetate (sent with 
cover) around roller. 











STEP B—Slide TRI-MOL Mol- 

leton cover (as shown) onto roller. 
STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

left). Send in your order to- 

day or write for more 
information. 


133 Prince St., New York, N. Y. 


DEALERS AND DISTRIBUTORS INQUIRIES INVITED 
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SEE 
HOW 
CLEAR 
THESE 
COPIES 


Ape 


MASTER SHEETS FOR 
DIRECT PRINT 
COPY MACHINES 


This special type of Patapar Vegetable 
Parchment is scientifically designed for 
direct print masters. Quality controlled 
texture and uniform, correct translu- 
cency assure superfast transmission of 
the ultra-violet rays. Copies come out 
fast, clean, sha rp. 

Patapar Translucent Parchment has 
a perfect surface for printing with 
opaque or regular inks. Excellent for 
typing, pen and pencil entries, artists 
sketches or drawings. 

SEND FOR SAMPLES — Write on 
your business letterhead for brochure 
of testing samples. Name of nearest 
distributor on request. 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
Headquarters for Vegetable Parchment since 1885 


For More Information Circle No. 410 


fence repairing is needed. Pin-poimting 
low level morale areas can often be ac 
complished by careful study of the ab 
sentee figures. 

A second, more formal and more ex 
tensive approach is to set up an attitude 
measuring program. These morale sur 
vevs, when effectively done, often have 
the effect of raising morale because of 
the positive feeling most employees have 
about such surveys. The procedure may 
written questionnaires 
which are filled out anonymously by all 
employees or by a scientifically selected 
The utmost care 
must be taken in phrasing questions and 
in providing means of getting objective 
and meaningtul answers. 

Occasionally, interviews with a small 


he base d upon 


representative group. 


group of representative employees are 
used to provide morale information. 
Where this method is used, care must be 
taken to be sure the employees feel se 
cure enough with the interviewers, to 
talk frankly. It is easy to underesti 
mate the amount of threat experienced 
by many employees in such situations. 

Treatment otf the white collar blues 
rests largely in the hands of manage- 
ment leaders—at all echelons. To the 
extent that they provide an atmosphere 
in which the individual is made to feel 
worthwhile, and in which he ean utilize 
his abilities to their maximum, the white 
collar blues will disappear. In develop 
ing those working for them, executives 
and supervisors can do much to dissi- 
pate the depression that hampers their 
own creative efforts.—From a talk be- 
fore the Office Executives Assn. of Neu 
York. 


75 YEARS ON THE JOB 


+ 


JOIN 


and Serve 
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"BLUE CROSS" CUTS 


MAILING COSTS 86% 


WITH INSERTING & 


MAILING MACHINE 


Small Mailer Discovers 
Benefits, Just As Big 
Mailers Have Been Doing 


Blue Cross of Kansas City had a comparatively small monthly 
mailing — 17,000 pieces — which took 110 hours for manual 
preparation. Inserting & Mailing Machine now does the same job 
in 514 hours. It saves 86% of the cost and would pay for itself 
within 3 years if only used this brief period. But Blue Cross, 
enjoying new mailing facility, has transferred other mailings to 
machine preparation. They report that the machine will “pay for 
itself far earlier.” 

Inserting & Mailing Machine gathers up to 8 enclosures, 
stuffs them in envelopes, moistens and seals flaps, meters postage or 
prints indicia, counts and stacks, all without human intervention, 
at the rate of 3,500 to 4,500 pieces per hour. One operator handles 
the entire job. 


See Inserting & Mailing Machine at work. Read the details of the 
Kansas City Blue Cross story. 


INSERTING AND MAILING MACHINE CO. 
Phillipsburg, New Jersey 


(0 Arrange demonstration in my locality. 
C] Send me “The Blue Cross Story.’ 


We mail M per 


INSERTING AND 
MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 





Name 





Firm____ 





Address___ 





Che Zone State 
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When the principles of 

lithography were first 

adapted to offset duplicat- 

ing, there came the 

¥ promise that half-tone il- 

lustrations, ruled forms, 

typewritten bulletins, sys- 

tems paperwork, letterheads and other mate- 

rial could all be produced in the office with 
appreciable savings in time and money. 

The A. B. Dick offset duplicator, Model 
350, fulfills that promise and gives offset dupli- 
cating the green light. Here is a precision 
machine made to specifications and held to 
tolerances never before achieved in an offset 
duplicator. 

Now, good copies in black or color can be 
produced without time-consuming delays. 


DUPLICATING GETS THE GREEN L 


oe -and makes good a promise 


Now, you can maintain fine copy quality 
automatically with exclusive AQUAMATIC 
control. 

Now, you can switch from the lightest paper 
master to a metal plate and from 12-pound 
paper to Bristol stock without changing cylin- 
der or roller pressures. 

Now, there is a feed table that is adjustable 
for different sizes of paper and card stock in 
seconds. Duplicating speed is faster than ever 
before—up to 9000 top quality copies per hour. 

You can see this new offset duplicator in 
operation at your A. B. Dick Company dis- 
tributor’s showroom. You will find his name 
listed under Duplicating Machines in the 
classified section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. 


S A-B-DICK 


THE FIRST NAME IN DUPLICATING 


A. B, DICK and §& are registered trademarks of A. B. Dick Company 
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Aquamatic Control One simple control set- Paper and Card Feed 

ting meters the exact amount of fountain Easily and quickly set 
solution tc maintain ink and water balance _ stocks from 3 x 5 inch 
and assures day after day production of top Easy-to-read calibratior 
quality copies. First copies are always good calibrations on receivil 
copies without time-consuming make-ready. cranks position paper 

No molleton covers to buy—or clean or  veyor tapes, separator c 
change. Paper lint is easily flushed out of | to adjust. No need to bl 
fountain, can’t accumulate on ink rollers. feet. Simplified hand feec 


and ‘‘master-from-mast 





Self-Adjusting Cylinders Completely elim- Copy Positioning Ne 
inate any need to adjust for differences in permits operator to rais 
master thickness or impression paper weights. out tools. No need to cle 
adjustment. Angular an 
made quickly, easily an 


and many other “why weren't they 
Clearly identified operating controls—Easy-to-read 
counts up to 99,999 copies—Air and vacuum control: 


9000 copies per hour—Jogging receiving tray as stan 


A. B. DICK COMPANY 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new A. B. Dick Offset Duplic 
Name Position___ 
Organization eS 
Address 
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eed 


Ten-ream capacity. 
y set for paper and card 


inches to 11 x 17 inches. 
‘ations on feed table match 
ceiving tray. Fast action 
aper guide rails. No con- 
itor clips or pull-out rollers 
to block off unused suction 
d feeding for ‘‘single-sheet”’ 
master’’ work. 


Rs 
s 9 


New, simplified control 
9 raise or lower copy with- 
to clean blanket after each 
ar and lateral adjustments 
ly and precisely. 


ey thought of before"’ features 
-read spirit level in water fountain— Reset counter, 
ntrols easily accessible— Variable operating speeds up to 


standard equipment —Easy-to-clean frost green finish. 


Juplicator, Model 350 
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Automatic Blanket Cylinder Action  In- 
stantly disengages from master cylinder when 
paper ceases to feed. Eliminates image 
build-up on blanket. Insures uniform copy. 
Simplifies “‘single-sheet’’ feeding. Manual 
control ye piers one rator to contact blanket 


Universal Master Clamp Accommodates 
slotted, serrated and straight-edge masters. 
Easily replaced with auxiliary clamp for 
pinbar-punched masters. Locking tail clamp 
keeps masters from working loose. 


A:B-DICK 


THE FIRST NAME IN DUPLICATING 
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Dictation Through Regular 
PBX Extension Telephones 


JOAN H. COYNE 
Special Systems Engineering, Bell Telephone Laboratories, New York 


EGULAR DIAL PBX extension tele 

phones can be used to dictate letters 

to a remote dictating machine in a 
new service offered by the Bell System. 
This eliminates special wiring arrange- 
ments and the extra dictation telephone 
on the user’s desk. To permit the ex- 
tension telephone user to be connected 
with and send control signals to cen- 
trally located dictating machines, a re- 
corded telephone dictation circuit is used 
in conjunction vath the PBX dial. Th 
circuit will operate dictating machines 
which are currently available for pri- 
vate, remote control systems. 

The present cireuit can be used with 
dial PBX’s only. Central office trunks 
of the telephone company cannot be 
connected to the circuit and any attempt 
by the PBX operator to monitor a line 
will automatically stop the dictation ma 
chine being used. All connections be- 
tween the special circuit and the user’s 
dictation equipment are made at a ter 
minal box provided by the local Bell 
System company. 

In a typical installation (Fig. 1), any 
telephone user connected to the dial 
PBX ean take advantage of recorded 
telephone dictation by using his regular 
extension telephone. A two 
digit code is assigned to the service so 


one- or 


that dialing ot, the code eonnects the 
user with the appropriate level on the 


selector switeh of the PBX. The PBX 


equipment will choose the first idle ma- 


chine. If all machines are in use, the 
regular busy tone will be heard. When 
the circuit idle ma 
chine, a distinctive ready tone is sent 
back to the person wishing to dictate. 
Once a telephone user has been con- 
nected to a dictation machine, he has 
exclusive use and control of that ma- 
chine until he releases it by replacing 
his handset in the cradle. All functions 
of the machine are controlled by the 
telephone user by dialing any one of 
five single-digit start dic- 
tating, he dials 1 and begins to talk. If 
he wishes to dictate more than one letter 
or message, and the dictation machine 
is arranged to indicate an “end-of-mes 
sage,” he dials 4 after dictating the first 
This tells the machine to indi- 
eate that finished and 
another is beginning. Various machines 
use different methods, such as marking 
on indicator strip or leaving a blank 
space on the recording medium, for 
making this indicatton. To stop the 
machine temporarily and still retain con 
trol of it, the telephone user again 
dials 1 as for starting a message. Thus, 


is connected to an 


codes. To 


message, 


one message is 


RECORDED 


| TELEPHONE DICTATION 





FINDER SELECTOR 
DIAL PBX 


Fig. |. 


DICTATION 
CIRCUIT 


MACHINE 








Any dial extension phone in an office with a PBX switchboard can be used to record 


dictation. 
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By dialing a simple 
code, the executive 
is connected to a 
dictating machine in 
his office transcrip- 
tion department. 


1 is a eombination signal. 


start-stop 


The ready tone is present whenever the 


circuit is in the stop condition. 

Should a correction be necessary dur 
ing a recorded message, the telephone 
user dials 2. This tells the machine to 
indicate to the typist that a correction 
is to be made but does not stop the 
machine. As with an end-of-message 
signal, the method of indication depends 
upon the dictating machine. The tele- 





phone user dials 3 to hear a play-back 
of at least part of his recorded message. 
The amount played back again depends 
on the particular machine. 

If for any reason, such as to request 
that material be typed immediately, the 
telephone user wishes to speak to the 
machine attendant or typist, he dials 0. 
Since the digits 1 through 4 are used 
for other control purposes, it might 
seem more logical to use 5 for this fune- 


““Paper Punches Every Office Needs!’ 


CLIX 
3-HOLE PAPER PUNC 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844" sheets. 








Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC,, 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 60 cent list. 


MODEL 100... Punches 4" 
hole, 14" from binding edge. 


J 





1355 MARKET ST., SAN FRANCISCO 
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Customers 
tell us 


our 


Pull 


Fasteners 
are fun 


as Well as 
useful © 


Schlegel Pull Fasteners are lengths 
of tough ribbon tape, looped and held 
with a sturdy washer and two knots. 

They're ingenious things used since 
1925 by lawyers, banks, architects, 
railroads, offices of all kinds to keep 
correspondence, records, and draw- 
ings together. 


Easy to use—They slip tight, hold fast, 
loosen in a jiffy—but only when you 
want them to. 

They keep papers together without 
tearing or crimping edges, in fact— 
they keep all kinds of things together. 

But, Schlegel Pull Fasteners will 
not fire spitballs, cannot sting youth- 
ful secretaries, have no known office 
sporting value. 

They come in 14 sizes, cost almost 
nothing, last so long it’s hard to 
measure their life. Mail your orders. 











How Schlegel Pull Fasteners Work 
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iSchlegel os 4G 


COMPANY 


Industrial Textiles Since 1885 
“Complete engineering service against weather” 
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tion. The reason why 0 is used is that 
the digit 0 is associated in most. tele- 
phone user’s minds with an operator. 
This dialing of 0 causes the dictation 
machine to stop, rings the attendant’s 
telephone, and returns an audible ring- 
ing signal to the calling telephone. 
When the attendant answers, the incom- 
ing line is transferred from the dictation 
machine to the attendant and ringing 
After speaking with the dictator 
the attendant hangs up her telephone, 
automatically reconnecting the telephone 
line to the machine and leaving the sys- 
tem in the stop condition with the ready 
on the line. 


CeASCS. 


Tone 


Use Short Sentences 


LESLIE H. MATTHIES 


President, Los Angeles Chapter, 
Systems & Procedures Assn. of America 


HY ARE MOST procedures dull? 
Hard-to-read? Why do many of 
them seem heavy and vague? 


Just how readable can we make a 
procedure? 

If you've 
techniques, you know 
about ten factors that 
hard-to-read. 

For now, let’s take a look at one of 
the factors—the sentence. Let’s see 
what effect changes of the sentence alone 
can have on the procedure. 

Our formula for improving the sen- 
tence is simple: 

1. Make it short. 

2. Make it more forward. 

Now let’s apply these two rules. Here 
is a hard-to-read procedure paragraph 
for us to work on: 


studied effective writing 
that there are 


make writing 


Primary inspection (consists of 
checking quality and quantity, and Sl 
and/or requisitions for completeness 
and proper authorization) and final in- 
spection (consists of checking packing 
as to quality and conformance to speci- 
fications, and checking shipping docu- 
ment master for agreement with S1) 
and stamp in shipping document (and 
master), Sl and PT (if any) on all 
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shipments except salvage and laundry 
will be done by Monac inspection. 

Why is that hard to read? The en 
tire paragraph is one sentence. It is 
lone. It doesn’t straight 
ahead. 

That sentence violates other 
rules of clear writing besides being a 
poor sentence. But let’s just break it 
up into short sentences and make those 
sentences move forward. We won't try 


too move 


GON Par 
& ?) 


w) 
“ 
Ss 


. 
\ 


Write for Sample Book, \% ‘$ 


Address Dept. OF “e rour © 


} 


Makers of Fine Papers for Business Records Since 1863 


to improve the passage in any other 
way: 

The Monac Inspector makes a pri- 
mary and a final inspection. In his pri- 
mary inspection he checks for quantity 
and quality of the item. He also checks 
the paper, such as the S1 or the re- 
quisition, to be sure they are authorized 
and are complete. 

In the final inspection, he checks the 
packing. The packing must conform 


Brighter, whiter Weston Bond makes 
letters look neater, cleaner, more im- 
pressive. It’s a rag content paper 
made better by Weston for service 
and economy. Ask your printer to use 
it. Available in colors and matching 
envelopes. 


BYRON WESTON CO. 
DALTON, MASSACHUSETTS 


For More Information Circle No. 207 
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| 


| to all specifications. He also checks the 
paper. If the information on the ship- 
ping documents agrees with the SI 
or PT, he stamps the shipping docu- 
ments. 
The Monac Inspector checks all ex- 
cept salvage or laundry shipments. 
It is interesting to apply Gunning’s 
“foo index” to these two passages. The 
g ss first rates 35.5. In other words, to un- 
\ ' derstand it easily, the reader needs 
wk about 35 years and six months of school- 
Not with TICONDEROGA : ing. This is double the college eraduate 
level of reading difficulty. 
Fingers won’t cramp or tire even : The second passage rates 9.8 in fog 
after long sessions with a Dixon index—roughly equivalent to high school 
Ticonderoga pencil. No finger fa- sophomore reading levels. 
tigue common with other writing The second version isn’t exactly as 
instruments. Prove it to yourself. | easy-to-read as a comic book. But isn’t 


Try Ticonderoga —it’s Leadfast it several degrees more readable than 
5 the original version? 


: The increased readability is due to 
TICONDEROGA (1) shorter sentences; (2) each sentence 
THE JOSEPH DIXON CRUCIBLE CO. | OVEN SERN Se. | 
Pencil Sales Division, 0-3-6 Jersey City 3, N. J. You get your short sentence easily 
enough. You just break up the long 
sentence. But the straight moving order 
isn’t quite so easy to see. 
Southern Folder & Index Co Here’s the clue. Remember the little 
4 red hen story you read in first grade? 
P.O. Box 1232, El Dorado, Ark. Did it say: “A seed was found. The 
Small Folders in the seed that was found was a wheat seed. 
re aa —_ The seed was found by the lttle red 
"Dixie" System hen.”? 
hel ou find No. That’s moving backwards. The 
over story had the subject first: “The little 
material easily. red hen found a seed.” Notice the 1-2-3 
order: Hen found seed. 


For More Information Circle No. 210 





ne In this straight ahead example the 

two positions subject came first: Who. Who-did-what? 
That’s the straight order. Use it in 

+ < -_ . 

lef your procedure sentences. 

with folders You'll be surprised how much clearer 

the straight, short sentence will make 

your writing. Take a paragraph out of 

something you wrote yesterday. Break 

up the sentence. Use the straight, mov- 

ing order in each. Doesn’t it help? 


tions to the 


right. 


You write procedures to guide people. 


Your inquiries answered promptly. Why not write so these people can fol- 
Write for catalog. low the instructions without struggling 


to understand your foggy writing? 











For More Information Circle No. 211 
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B.C. Allen .....-...--- 
alloys gives yo finest vale! 


The Low Price of R. C. Allen Cash Registers is all the more 
amazing because of the many ‘‘extra’’ efficiency features con- 
sidered standard in these versatile machines. Most businesses, 
whether large or small, will find an R. C. Allen model suited to 
their requirements and satisfactory in both service and value. 
The preference for R. C. Allen quality is natural with executives 
who are both economy and efficiency conscious. Call your 
R. C. Allen dealer for a demonstration or write us for information 
about a cash register to meet your requirements. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS - CASH REGISTERS » ADDING MACHINES + SAFES + FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 176 
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R.C. Allen ......... 
alunys gives you fined value 


You'd Expect a VisOmatic Typewriter to Cost More... 
yet, with all its exclusive features for speed, accuracy and 
efficiency, this fine machine actually costs less than many 
standard makes. The R. C. Allen practice of giving the 
utmost in quality, performance and value—at a practical 
price—is why the VisOmatic is becoming more and more 
the first choice of business men and women everywhere. 
Ask your R. C. Allen dealer for an office demonstration~ 
or write us for a free booklet about ‘'the world's most 
advanced typewriters." 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES - SAFES - FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 179 
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R.C. Allen ........- 
as iu fa a 


MIMEOGRAPH, MULTILITH, BRUNING, OZALID AND SIM- 
ILAR DUPLICATING processes demand good master copies to 
produce sharp, clear reproductions. The new R. C. Allen Elec- 
trite is made especially for this purpose. The exclusive Microflex 
Impression Control, adjustable to any duplicating system re- 
quirements, permits better master copies than any other manual 
or electric typewriter. It is electrified where 95% of typing ac- 
tions are performed, manual where 95% of electric service com- 
plaints occur. Call your R: C. Allen typewriter dealer, or write 
for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES + SAFES FILES. BOOKKEEPING MACHINES 
For More Information Circle No. 181 
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R.C. Allen ........... 
hays gives you feet vod! 


Ultimate Value in Service, as well as in efficiency, is 
an important consideration in choosing an adding ma- 
chine. The R.C, Allen is known for lasting dependabiiity, 
and a full measure of value in performance features 
which are exclusive at the very low R. C. Allen price, 
R. C. Allen dealers have electric and hand-operated 
full keyboard and ten key models to assure you of the 
right machine for your job. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS + ADDING MACHINES + SAFES + FILES - BOOKKEEPING MACHINES 
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Dairy PRODUCTS 


A Solution for Your Specific 
Business Form Problem! 


Get an unbiased recommendation! 
Deal with a company that carries 
a complete line of business forms. 
Get expert advice from professional 
salesmen, with years of experience 
devising systems for many of 
America’s leading business houses. 

Yes ... our salesmen are expert 
“system-planners.”’ They’ll help 
your operation by recommending 


the exact form necessary for trou- 
ble-free results. Because our line 
is complete, you get unbiased rec- 
ommendations, excellent business 
form service for any need—when 
you need it! Write today for unmis- 
takable proof that we can help 
solve your business form problem. 
The Baltimore Business Forms Co., 
3144 Frederick Ave., Balto. 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 266 
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New 3 
Cownac 


MWlode THE ALL-PURPOSE Scout 
Economy A SINGLE-UNIT PHOTOCOPIER 


So attractively priced ... Use it in your own office 
So conveniently portable . . . Use it for field work 





The new Cormac “Scout” is equally 
suited for normal office work or for out-of-office copying. Built-in compartments 
for paper and supplies! No extra carrying case required! 
Nothing else to take along! Engineered with the same precision 





and styling that has made other Cormac photocopiers 
famous. Fully Guaranteed! 


$249. NS 


weighs 15 Ibs. 


SAVE TIMF! SAVE MONEY! SAVE WORK! 





DISCOVER NEW PHOTOCOPYING EASE WITH 
CORMALITE® TRANSFER PAPERS 
For Single or Multiple Copies! Has No Copying 

Limitation! 

















___ cove. 1955 Cormac INDUSTRIES, INC. © 80 FIFTH AVENUE, NEW YORK 11, N.Y. © ORegon 5-9310-—__. 
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#41 2RHEM JONES WHAT DID YOU SAY 
OUR PRICE WOULD BE ??? 








For clean, readable 
office copies 
be sure she uses 


carbon papers by 





The carbon copy is your record of promises 
and commitments. You can’t afford to use FREE CARBON PAPER FOR YOUR SECRETARY 
carbon paper which blurs, smudges, fades or Prove to yourself that Old Town carbon papers do produce finer 


2 copies. Simply have your secretary address her request to us on 
produces broken letters and fig es. The su your company stationery stating the model of her typewriter 
perior ink coatings of quality carbon papers, (electric, standard manual or noiseless) and the number of copies 


. she usually requires. We will send her, free of charge or obliga- 
like Old Town Dawn, are fade-proof and each tion, a sample supply of Old Town Dawn carbon paper along 


sheet is aged to allow the coating to set prop- with an interesting, informative folder describing the various 

A : weights and finishes of carbon paper and how to select the 
erly. The result: clear, sharp copies with proper carbon for her particular work. Write: Old Town Cor- 
permanent legibility. poration, 345 Madison Avenue, New York 17, N. Y., Dept. O-3 











Old Town carbon papers save time and 
money, too. They are non-curl . . . easier, 
cleaner to handle. They can be re-used dozens 
of times without “‘bellying” or losing copy 
World’s foremost maker of carbons, ribbons, 
duplicators and duplicating supplies 


strength. Four weights and five finishes of 
Old Town carbon paper . . . for every type of 


office work, every make of typewriter. CARBON PAPERS 


For More Information Circle No. 152 
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Records centralized... Service 


speeded with Rol-Dex by Watson ! 


The above illustration shows a Rol- formation records . . . and provided 
Dex installation in a large bank in a compact, efhicient work center. The 
the southwest. The units form the personnel requirement has been re- 
bank’s Central File. a section of the duced to one clerk. Rol-Dex can solve 
credit department which keeps up to your active record handling problems, 
date information on the bank’s 23,000 too. With Rol-Dex: 
checking accounts. This file is con- 
stantly referred to by all departments 
ul cde Rak Bian eoncdl tia Mion © Compact work centers are 

. € re 7 , recor¢ lane ung provided. 
equipment las prove ed faster service, © A direct reduction in required 
for this bank . . . centralized the in- personnel is realized. 


eS ae ee o4 


B) WATSON MANUFACTURING CO., Inc.| 


@ Records roll to the seated clerk. 


a | ! 

=z Rol-Dex Division, Dept. F.5 t 
H So Jamestown, New York t ‘ , 

' > i ation 

; Please send me information about ROL-DEX record ynits ; Send for _— intormati 
® Conpay ' on this and other 
: Neme : Title... . ROL-DEX installations. 
$ Street ree ' 
. City - Stat ‘ ! 
LceoGesene  -aesecceastecnne a seecee o ococne 4 


WATSON (established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 


For More Information Circle No. 221 
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“On busy days like this, 
I’m so thankful for my new CLARY!’ 


Those extra-busy days in your office are when 
Clarys are really appreciated. More work gets 
done in less time, yet Clary girls stay morning- 
fresh all day! 

Here are some other Clary blessings to count: 
Power Controls that eliminate hand fatigue — 
easy answers to hard problems (even in multi- 
plication and division) hummingbird speed and 
humming quietness—modern heauty far ahead of 
its time—and now, your choice of 5 pastel colors, 
both in 10-Key and Full Key models. Look for 
Clary in your yellow pages today! 





BUSINESS MACHINES DIVISION 
CLARY CORPORATION, SAN GABRIEL, CALIFORNIA 


Creator of modern adding machines and cash registers for America and the world 
For More Information Circle No. 135 
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Spee-D-Ada 


ae IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 24345” x 
1”, per sheet. 


<Dein ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
Tar. 





Here are <3 Smart 


ways to speed up your 
mailings...use Dennison 
Addressing Labels 





Zn in CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2'%.¢” x 
15/6”, per sheet; 132 to set. 


All with Dennison special formula 
gumming for tight adhesion 


At your stationer’s or write for 


the name of your nearest dealer. 


For More Information Circle No. 136 
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2 Speecal ACCO 


PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 
the newest Acco products— 


The BFC Accopress Binder 


Makes your file binders into a 
library of neatly bound and titled 
books. Similar to the famous BF 
standard Accopress Binder but 
equipped with an adjustable, ex- 
pandable (up to 6”) back flap to 


provide a tight, flat indexing surface 
regardless of the thickness of the contents 
of the binder. Economical, and ideal for 


binding all papers. 





The Accopress 


Pin Prong Binder 


For binding the marginal pre- 
punched sheets used in many office 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The binder—for temporary or 
permanent file equipped 
with an Acco Fastener having very 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 
machine forms. 


use—is 





ACCO PRODUCTS, INC. In Canada: Acco Canadian 


Ogdensburg 


New York © L#4., Toronto 
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“For almost a year I have been using your wonderful 
Erasaguard, I have been also unsuccessful in trying 
to locate several more of them for use by others in 
the office. I have a terrible time trying to hang onto 
mine. Please tell me where I can purchase these. 
We need them so badly, they're grand.” 


Can also be used for drawing, will not slip, will not 
smut if pen is used drawing lines. 


ORDER DIRECT 75c each; 65c each in dozen lots. 
Wholesale Discount to Dealers in U.S.A. and Foreign. 


KEE LOX MFG. CO. 


Rochester 1, N. Y., U. S. A. 


Foreign Dealers write care EXPORT DEPT. 
above address. 





Just place the Erasaguard behind the sheet from which you wish to erase so the curved 
surface of the Erasaguard protects the Carbon and the copies underneath. Treat each 
Carbon Copy to be erased the same way. 


i ime... Stop aste 


BE NOT ONLY AN EFFICIENT TYPIST, BE A HAPPY ONE. 


Notice how the Typist uses Kee Lox Erasaguard to correct errors on Originals, 
also Carbon Copies, Perfectly and Quickly. Saves Stationery, saves Carbon 
Paper. Saves so much Time and Time today is real Money. 

The perfect Equipment for 1956. One Typist. One Typewriter. One Erasa- 
guard, one eraser. 
No Secretary can give full efficiency without an Erasaguard. Errors are so 
easily made. Read what one writes. 





2  qeeeemmeneeaer 





ORDER 


Kee Lox Manufacturing Co. 
Rochester |, N. Y., U.S.A. 


Send Please—{_] Elite [] Pica 


To 


For More Information Circle No. 166 
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It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a 
whisper. With new fast 
action,” fingers literally 
dance across the keys. 
The STEP-O-MATIC 
lever offers calculator 
performance at 
adding machine cost 
when multiplying. 
Write today for 
literature ft. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


“AtI?Srpm. 


+Also on our NEW 
two register machine. 


For further details mail this advertisement with your letterhead. 
For More Information Circle No. 101 
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A 1930 A. B. Dick mimeograph and its 1955 

counterpart were featured in an historical dis- 

play at the 2nd Chicago Area Industrial 

Design Exhibit by midwest members of the 

American Society of Industrial Designers and 

Industrial Designers Institute at the Illinois 
Institute of Technology. 


Rudolph Lang (left), managing director of 

the National Business Show with Arthur Smad- 

beck, president, Coliseum Exhibition Corp., 

and Kenneth Seeley, National Hotel Exposition, 

on an inspection tour of the New York Coli- 
seum (see below). 





World's largest tractor and a 55-ft. trailer, totaling 58 tons, standing on the second floor of 
the New York Coliseum. This was to demonstrate the floor load and loading and unloading 
facilities of the new exhibition hall where the National Business Show will be held Oct. 15-19. 
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REALTOR BUILDS 
HOMELIKE OFFICE 


The old pump house (at right) was con- 

verted into an attractive, functional office 

building for Peninsula Realty Co., San Mateo, 
Calif. 


Exterior view of the 

new office building 

from side parking 
area. 


This secretary's work 
station, located be- 
tween sales office 
and executive office, 
houses a large visible 
file, letter size files 
and typewriter. 
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Conference room in 

the new offices of 

Peninsular Realty 
Co. 





A view of the main office area, Walter Landor & Associates supervised all design. George T. 
Rockrise was the architect and Hayden G. Price the builder. There is adequate office space 
for the company’s 13 

employees. 


Executive office. Ed- 
ward R. Nichols is 
president of the real 
estate firm and 
Robert W. Mead is 


general manager. 








Personal trusts sec- 
tion in the trust de- 
partment of the First 
National Bank, Cin- 
cinnati, showing 
Techniplan steel 
modular office 
equipment made by 
Globe-Wernicke Co. 
and installed by 
Globe Office Equip- 
ment & Supplies. 


Work on personal 
trust accounts is di- 
vided into alpha- 
betical groups. Each 
unit is made up of 
two associate trust 
officers, a secretary 
and a clerk typist. 
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Some of the 228 
Metal-Lux Chairs, 
manufactured by 
Milwaukee Metal 
Furniture Co., in the 
headquarters of the 
International Ladies 
Garment Workers 
Union, Local 105 of 
New York. Installa- 
tion was made by 
Empire Office Furni- 
ture Co., New York. 


Testing department 
of ElectroData 
Corp., Pasadena, 
Calif., where Data- 
tron computers and 
auxilliary equipment 
are exhaustively test- 
ed before shipment. 
Tests generally take 
a month for each 
sjstem and  com- 
puter is subjected 
to rigorous accept- 
ance tests after in- 
stallation on  cus- 
tomer's premises. 
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Modernaire desks 
and Modernease 
chairs in driftwood 
tan, made by Invin- 
cible Metal Furniture 
Co., in the Worthen 
Bank, Little Rock, 
Ark. Installation was 
made by Dailey's 
United Supply Co. 


A Worthington 
Corp. SCY air con- 
ditioning unit in the 
office of Whitehead 
Metal Products Co., 
Harrison, N. J. 
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The eight trays of 
this mobile Reming- 
ton Rand Kardex file 
hold records on 400 
home loans at Percy 
Wilson Mortgage & 
Finance Corp., Chi- 
cago. Charles E. 
Seibert, mortgage 
loan manager, says 
the system allows the 
same staff to handle 
about 50% more 
processing work 
daily. 





The Stromberg-Carl- 
son Hands-Free Tele- 
phone picks up con- 
versation at ordinary 
voice levels from up 
to 20 ft. away. Loud- 
speaker volume is 
adjustable. This al- 
lows workers like 
those at right to con- 
tinue uninterrupted 
while talking on this 
intercom. For More 
Information Circle 


No. 387. 
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The graphics room 
of I. M. Pei & Asso- 
ciates, Since ceiling 
tiles do not extend 
to walls, no cutting 
of tiles was required. 


CEILING 





Ceiling design in 
office of |. M. Pei & 
Associates, New 
York, brings ceiling 
module into rhythm 
with building's mul- 
lions and office par- 
titions. This permits 
flexible use of light 
fixtures and air dif- 
fusers. Ceiling and 
partitions are Fiber- 
glas_ textured tile, 
12 x 12 inches. 


|. M. Pei’s private 
office repeats the 
modular pattern of 
ceiling tiles of the 
other offices. Tiles 
are products of 
Owens - Cerning 
Fiberglas Corp. 





rary 
mt 


to buy the safest, 

most economical, 

most impressive record 
and letterhead papers 


at practically no 


increase in cost... 


this 
’ FREE GUIDE 
tells you how...send for it today! 


This handy, fully illustrated guide will prove extremely profitable to you if you 
use, select or buy papers. It tells how to... judge paper properties and their 
value ... determine the effect of paper process on total record or letter costs... 
get correct, most economical grade for each specific need . . . choose papers of 
permanence, durability and prestige. 





Since {igh 1909 L. L. BROWN PAPER CO., ADAMS, MASS. 


Please send me FREE copy of “How To Get Greater 
Service and Value From Your Records and Letters.” 


L.L.BROWN' ~~ 


Title 








Record and Correspondence 
Company 


4 AT ERS Street___ 


LEDGERS, BONDS, INDEX — State 
BRISTOLS & LINENS Please Print Plainly GS 
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arigque, ! IST 
Ty, Foam rubber upr 
famous ''Fabr 
10 EXCITING COLORS 
Granit rray Oak Leaf ¢ 
Wir Br “un Saddle Tan Te rr 
Apple Greer 


¢The “EXECUTIVE” Arm Chair No. 2550 
T » Brushed aluminur tin smoot 


na ad fable ft yht. Swive 


x 25, 


Fy Junior “EXECUTIVE” Chair 
*% No. 2025 «$59.95 


j 


No. 2550 ri} 


The "SALESMAN'S" 
Chair No. 2610 


Ruaged 
A sluminurn 


wide 


|} No. 2610 
lj $54.95 


The "SIDE" Chair 
No. 2600 


The "SECRETARY" No. 2810 


A 


raw 


$39.95 || No. 2600 
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All cabinets 
16" deep 


COLE’S DELUXE LINE OF STEEL CARD CABINETS 
| 


ONE DRAWER UNITS 
(1600 Card Capacity) 


Card 
Size Width Height Price 
54” 
6%" 
7%" 
8%” 


COLE'S FAMOUS 


TWO DRAWER UNITS 
(3200 Card Capacity) 


Card 


THREE DRAWER UNITS 
(ae Nard Capacity) 
ar 


Size Width Height Price b> Size Width Height Price 


3x5 12% ” 
4x6 
5x8 
6x9 


75 
“AIR-FLO" FILES No. 1004 $83 
For those who can afford the best! 


An achievement in engineering skill and de- 
sign. Heavy gauge steel. Consists of four 
letter size, ball-bearing suspension file drawers 
that glide smoothly at the mere touch of the 


fingertips. In olive Fico yy Cole gray, 


green or desert sand finish 


mist 


No. Wide High Deep Price 
$83.75 


Letter Size . 1004 14%4"" 52!4"' 
Legal Size . 8004 17%"' 52\4" 


285%" 


$93.75 


3x5 18%" 
4x6 
5x8 

C3693 6x9 


The "MODERN" File No. 990 $75.00 


A heavy gauge steel filing cabinet, storage 
cabinet and a concealed secret vault all in 
one. Contains four ball-bearing letter files 
plus three adjustable y og compartments 
under lock and key. Only YOU know the 
combination of the secret vault. Will pay for 
itself by preventing petty pilferage. 30!/2" 
wide, 5I!/"' high, 17'" deep. Olive green or 
Cole gray finish. 

No. 1090—Same as above with legal size 
drawers instead of letter size drawers, 33i/, ' 
wide, 51'!/"" high, I7'' deep. $85.00. 


SEND FOR COLE'S LATEST CATALOG. 
Prices slightly higher in Texas, Colorado, West of tho Rockies and outside of U.S.A. 
For More Information Circle No. 145 
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Photograph by Fabian Bachrach 


Eastman’s confidential Editorial Research Reports to publishers prove that readers find advertising in 
Business Publications as interesting as editorial material. The summary of this survey sent on request. 


‘70% of Advertisement Reading in Business 
Publications is intentional—not accidental” 





says ROY EASTMAN of the Eastman Research Organization 


“Why shouldn’t it be,” Mr. Eastman con- 
tinues, “since Business Publications ad- 
vertise the very things by which readers 
make their livings?” 

“A year and a half ago, we injected into 
all of our confidential readership surveys 
a penetrating inquiry as to how the ad- 
vertising was read. 


“The overall results of a year’s inquiry on 
this subject (32 surveys for 18 publica- 
tions) show that the average exposure to 
advertising is 70% intentional only 30% 
accidental. 

“Moreover, 94% of the readers of these 
publications, on the average, reported 
that they gave conscious attention to the 
advertising.” 
Advertisements in Business Publications 
reach an audience that’s interested in 
your message . . . an audience that wants 
to read what you have to say. 


NATIONAL BUSINESS PUBLICATIONS, INC. 1413 x Street, N. W., Washington 5, D. C. © STerlina 3-7535 


The national association of publishers of 
173 technical, professional, scientific, in- 
dustrial, merchandising and marketing 
magazines, having a combined circula- 
tion of 4,098,937...audited by either the 
Audit Bureau of Circulations or Business 
Publications Audit of Circulation, Inc. 
...serving and promoting the Business 
Press of America... bringing thousands 
of pages of specialized know-how and 


advertising to the 
decisions in the businesses, industries, 
sciences and professions 
the market of your choice. 

Write for a list of NPB publications 
and the “Here’s How” 
Well Will We Have to Sell Tomorrow?”, 
by Ralston B. Reid, Advertising & Sales 
Promotion Manager of the Apparatus 
Sales Division, General Electric Co. 


men who make 


.. pin-pointing 


booklet, “How 


For More Information Circle No. 160 
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ITY CONTROL 


NDABLE SERVICE 


Ri) LU i LEADERSHIP 


IN THE DUPLICATING FIELD 


DEPENDABILITY and PRECISION 

has been the keynote of ROSE’S success. Continuous 
research by ROSE has produced a superior line 

of duplicating products. This basic policy supplemented 
by more than a quarter of a century 

of experience and know-how gives ROSE 


the highest reputation in the field. 


@ MASTER UNITS 

® SPIRIT CARBONS 

@ HECTOGRAPH CARBONS 
@ SPIRIT CARBON ROLLS 


@ DUPLICATING FLUID 
AND HAND CREAM 


RIBBON and CARBON MFG. CO., Inc. 
HARRISON, NEW JERSEY 


Makers of the world-famous patented “Sta-Clean” 
metallic protective-coated master units. U. S. pat. 2,671,734 


CATERING TO THE REQUIREMENTS 


OF DUPLICATING SPECIALISTS ALL OVER THE WORLD 
For More Information Circle No. 137 
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ADDING MACHINE 


. 
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. SWIFT BUSINESS MACHINES CORP. 
Great Barrington, Mass. 








SIMPLIFY YOUR SHIPPING 
PAPERWORK... Time and labor can be saved by 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
re pave gaa paperwork. No expensive equipment. Clip the coupon for 
ull details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 


COMPANY 





Weber Marking Systems 
Dept. 8-C 

Division of 
Weber Addressing Machine Co. 


I  niasietinstevsciiniieniititatincininaiiitinl 


CITY : co 





l 
| 
l 
| 
l 
a a ae 
I 
! 
1 
| 
| 
— 


Mount Prospect, Illinois 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 








ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 


- in performance. 


Cerbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


PETER J. SCHWEITZER, INC. 


Mills at: Elizabeth & Spotswood, N. 


Address inquiries to Elizabeth, N. J. 


LARGEST SPECIALIZED PAPER LABORATORIES IN THE UNITED STATES 


For More Information Circle No. 120 
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Let us tell you why 
we make filing and finding of 
correspondence easy! 


SIMPLE 
TO 
LEARN 


EAS. 


oos c) 


OPERATE 
FLEXIBLE 
GROWS 
AS 
NEEDED 


SMEAD'S 
TELL-I-VISION SYSTEM 


REG. U.S. PAT. OFF. 
It is simple to learn because it reads like a book, from left to right. Starting on the 
left the primary guides are staggered to permit scanning while their alternating 
blue and orange tabs provide a color signal system. In the center of the drawer the 
green-colored tabs of the miscellaneous folders stand out prominently for ready 
reference. On the right hand side of the drawer the individual name folders often 
are distinctively marked with Smead’s Spi-Roll folder labels available in eight 


different colors for particular classifications. SGN OGLEER:... . We horn o cow pleas of 


gerne literature which will give the "Gals in the office” 
TO FILE YOU c nm « some valuable tips on good filing procedure... 


Sl M Pp LY © oO 7 tH ] =} 5 nw, when, where, how to file. . . and what with... 


4 (Smead's supplies of course). Mail the coupon 
1 Locate The Primary Guide. Fen Sas ema | below and we will send it to you. 
2 Find The Individual Name Folder. [~~ 
(For occasional correspondence file in | SMEAD MANUFACTURING co., INC. ! 
the green *miscellaneous folder) HASTINGS, MINNESOTA 
3 Insert New Correspondence. (Latest I oie 
data always to the front) Address __ <_< 
And finding is_as easy as filing with a 
Smead's Tell-l-Vision System. | Ordered by_ 
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No streaks! 


—-with FLAGSHIP 





Streaks (roller marks) have been voted the most baffling problem in getting out 
perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 


Now, with Flagship's newest metallic-back carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks are out! Clean, perfect copies of brilliant color strength and fine 
erasabitity are in — for good — with Flagship. 


And Flagship can be counted on to lead the race for a genuinely better carbon 
poper that will give more satisfaction to more customers. If you are not getting 
results withthe line you have always bought''Flagship may be your answer. 


Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSHIP is curl-proof, with smudgeless erasures. The 


metallic back makes it easier to handle, wear longer and give sharp, 
permanent copies. Meets the needs of more people, with fewer 
weights and writing strengths. 





ALLUEED. carson anv ribbon MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 104 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL S3O0O ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. 


For More Information 
Circle No. 399 








na the 
snl 
with-this (O-key 


Pridew 





Just put your hand here . 


—to feel how every finger (of either hand) falls ito natural, 
easy working position... how the over-size/plainly labeled 
control keys give direct “live” response...how Totals and Sub-totals are 
obtained instantly by depressing bars, with no space strokes 
required. This is the first adding machine to fit the human hand 
—the first new keyboard granted a patent in years! 


...then watch what happens here 


Actual items you enter on keyboard appear in this 
Check Window before they are printed or added. For the 
first time on an American 10-key machine you see what you're adding 
—so you can work quickly and accurately. Note, too, how Clear Signal 
prints automatically on tape with the first item following a total...also how 
True Credit Balance prints without extra motor operations or pre-setting! 


« 
i New 2] Fride er 
bac ~ — sg n offe rs qT] # que seatubas wav 
rap = ~ 1c rye er? a ADDING MACHINE 
step-over of multiplicand, THE AUTOMATIC CALCULATOR 
THE COMPUTYPER + ADD-PUNCH MACHINE 
Call your Friden Man! Friden sales, instruction, service throughout U.S. and world. 


Friden Calculating Machine Co., Inc., San Leandro, California 
For More Information Circle No. 161 
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Now...Write ALL THREE 


Accounts Receivable Records 


At Once Without Using Carbons 


Ledger Sheet (A) 
Statement (B) 
Sales Journal . 


National’s NEW Multiple-Posting 
Accounts Receivable Outfit — NCR 


Using NCR Paper — Sen 


/ 


No Carbon Required vos oy aan 


Save time, prevent copying errors with National’s QUICK FACTS 

NEW Miultiple-Posting Accounts Receivable Outfit. NCR paper. No carbons required. No smudg 

Just one writing gives 3 postings at once. New, im- —— , 

» . 4 : Single sliding mechanism clamps Statement 

portant feature is the NCR paper. No carbon paper and Ledger Sheet in place for easy, sure align- 

is needed to make the triplicate entries. No smudging. ment with any line of Sales Journal Sheet 

Cc late fit consists of Binder, Sales J ai Forms do not need to be prealigned on pegs as 
omplete outhit consists o) inder, Sales Journa in other systems 

Pad, 100 Accounts Receivable Ledger Sheets, and 500 @ Mechanism can accommodate stock columnar 


State . ’ ' $9495 a . : pads for other multiple posting records, such as 
Statements. ( omple te $24.95 at your National payroll, accounts payable and analysis records 


Stationer’s. @ Compact, portable, easy to operate 


ee ea fe ee 


% ‘ r. A 
Te Ca il 
(O 500 Form Shown) Please send further information about National's 
ver eens new Multiple-Posting Accounts Receivable Outfit 
1) Shows how to save ee Please send me NEW RECORDS CATALOG. Dollar is enclosed 
oh 

200%-300% on record ; : ee 

forms (2) Makes office re- 
ports more accurate (3) 
Speeds them to your desk. _ Street 

Only $1.00 — use coupon. - - City er ae 


scsi tie i sigan se mp cla ihe ip hal 


Company 
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BOEING PARTS.-LIST 
PREPARATION TIME 


SLASHED Oh & « 


The famed B-47 Stratojet Medium 
Bomber and all the other aircraft 
made by Boeing comprise a stag- 
gering total of parts running into 
the hundreds of fhousands. The 
maintenance of a Priced Spare 
Parts List was a man-hoyr-devouring 


tcsk until Colitho Continuous Pre- 
elali-te Mm Olig-.4 Mi uilele|-Mime] ol-laa a lol i-t) 
slashed away 95% of the prep- 
aration time! 

And with Colitho Plates, all chance 
ro) Migelitiag] lieu E-lacele Mele Mitemal-t-te| 
iolme-th7 lite MelileMeleloliiielile] Molccle) m 
reading are completely eliminated. 
Uniform, original-looking copies — 
in perfect registration—are ob- 
tained in any amount desired! 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
963 Herb Hill Road, Glen Cove, N. Y. 


This case. history 
demonstrates the 

economy and efficiency 
countless businesses enjoy 
with Colitho Plates. We 
have a collection of other 
factual stories packed 
with valuable ideas. Just 
clip coupon for your copy 
of “Colitho Idea File”. 


Okay, rush the Colitho Idea File. 


For More Information Circle No. 
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VANUAL OF MODERN BUSINESS EQUIPMENT. 
Macdonald & Evans, 8 John St., London, 
W.C.1, England. 


Prepared by ofticers of the Office Appli 
ance & Business Equipment Trades Assn., 
this manual will consist of 25 parts, each 
booklet different 
of office machine or systems equipment. 


au separate on a type 
The first four already published are on 
continuous forms and feeding equipment, 
correspondence files, conveyors, anid | 
The 
work, including two binders, is £5 5s. to 


had 


Revised editions of each 


punched card systems, complete 


subseribers. Any part ean be for 


is, 6d. a copy. 
part will be 


published 


as new develop 


ments in equipment or systems appear, 
so that the complete manual can be kept 
up-to date. 
he billed at for 


Illustrated literature listing all 


Subscribers will receive and 
editions. 


25 titles 


cost revised 


s free from above address. 


THE GOLDEN BOOK OF MANAGEMENT edited 
by L. Urwick. Newman Neame Ltd., 50 Fitzroy 
St., London, W.1, England, $6.50. 


This, the first publication of the Inter 
national Committee on Man 
agement (CIOS), records the work of 70 
from 11 
made original and 


Scientifie 


pioneers countries who have 


permanent contribu 
tions to modern management’s body of 
knowledge. 
This should 
work for 
ment 


Also contains bibliographies. 
prove a valuable 
students of 


reference 


business manage 


and anyone in business who is 


interested in the background of the sys- 
tems and methods used today. 
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Y pulls the dirt out of type- 


writer type rather than washing 
it into the machine 
AY 


SN WG 
N tay a | : WS S 
Ce ~ 


Press it on all of 
the type. Do not 
rub. 


Flatten the putty 
by pressing very 


‘ Fold the putty 
upward to origi- 
‘ nal pyramid shape. 


IW N 


NO MESSY LIQUIDS to remove noil polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke neot erosures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P..0. BOX 4646 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 275 






































TRANSCOPY Lays CY4/ 


Everyday, more and more business organizations are 
finding that Transcopy pays off ... pays off by reducing 
hours of tedious, error-producing manual copying to 
seconds of economical, photo-exact Transcopy prints. 

Transcopy’s time and dollar saving business uses are 
limitless. Widest choice of models assures fast, depend- 
able photocopying — tailored to your specific need. 

BUY NOW — PAY LATER on the Remington Rand Deferred 
Payment Plan. Enjoy the money-saving advantages of 
Transcopy. You will more than pay for the monthly cost 
of the equipment out of savings. Send for FREE 
brochure P401A. 


Remington. Frland 
DIVISION OF SPERRY RAND CORPORATION 
Room 1330, 315 Fourth Avenue, New York 10, N. Y. 


Sasa weaeaea a 











I want free brochure P401A describing Transcopy. . 
Name & Title I 
Firm ; 
Address . . 
City. Zone State. l 





a ee ee ee ee ee ee ee ee eee ee ee ee on om a as ow on aol 


For More Information Circle No. 140 
THe Orrice—March, 1956 





Mr. Benge, author of ‘Cutting Clerical Costs,” “Office Economies,” and “Office Administra- 
tion,” is currently making surveys for a number of companies to determine the feasibility 


of using electronic computers. 


Electronic Computers for 
The Smaller Office 


EUGENE J. BENGE 
Management Engineer, Benge Associates, Asheville, N. C. 


LECTRONIC data processing ma- 

chines have descended upon the of- 

fice so rapidly that many office man- 
agers have not had opportunity to eval 
uate them properly. They ask them- 
selves: 

1. Which of our office and other rou- 
tines could an computer 
handle? 

2. Would 


electronic 


this handling, plus addi- 


tional benefits, justify rental of a com- 


puter? 

3. If so, which types of 
should be considered ? 

These important questions are diffi- 
eult to answer. This article will pro- 
vide information in partial answer to 
the third question only: it will analyze 
and compare well known com- 
puters renting for $3,000 and less per 
month. Before considering these, let us 
review a few fundamentals about elec- 
tronic computers, 

An electric computer is a machine 
which can process numerical data, by 
means of electric pulses. This is an 
oversimplified definition, 

Data are normally fed into the com- 
puter (input) by means of punched 
ecards. Other input are punched tape, 
magnetic tape, clectrie typewriter, or 
other electrically operated machine or 
keyboard. 

Computers will normally add, sub- 
tract, multiply and divide. In addition 


computers 


some 
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they may select, reject, compare, sort, 
collate, store and recall numeric or al- 
phabetie information. They can follow 
a directed sequence of operations, can 
check their own accuracy and signal the 
operator when certain errors are de- 
tected. 

Machines must be programmed, 7. e., 
told in advance what they are to do. 
Programming is frequently a time con- 
suming operation, originally; once done 
it can be stored in various ways for 
repeated use. 

Storage can be accomplished by the 
presence of magnetization in predeter- 
mined locations. The principal mag- 
netic storage devices are tape, drum, 
and electrostatic tube; there are 
others of less capacity. Punched eards 
and punched paper tape are non-mag- 
netic storage. 

The input devices given above ean 
also receive results of work done by the 
computer (output). In addition, tabu- 
lating printers, ranging in speed from 
150 to 1000 lines per minute, are quite 
commonly used for output. 

Computers range in rentals from a 
few hundred dollars to perhaps $30,000 
per month. There are great variations 
in speeds and capacities. Some com- 
puters offer more than others. 

The rental prices given in this article 
are usually base prices; addition of 
auxiliary equipment may increase the 


core 


69 





hase figure appreciably. Hence, a true requirements of an office. 
cost comparison can be made only after Below, we list the principal low 
a determination of the entire equipment — priced computers under three groupings. 


TABLE |. Calculating punches which read information from a card, compute and normally 
punch the result into the same card. To print the information, cards are transferred to a printing 
tabulator. 

MONTHLY 

RENTAL MODEL MANUFACTURER REMARKS 








$225 up 602A International Business Uses 80-col. card. Electromag- 
Machines Corp. netic, not electronic. 

550 up 604 7 Electronic 

800 up 607 si Faster and more flexible. 

2000 up 608 Printed circuits, transistors, low 
wattage. 

350 EMP Underwood Corp. Uses 40-col. card. 

235 330 Sperry Rand Corp. Uses 90-col. card. 

690 Univac 60 as ae 

1000 Univac 120 si . 





A Burroughs EI0! 
electronic computer 
at United Aircraft 
Computation Labor- 
atory, East Hart- 
ford, Conn., where 
it is used to check 
the accuracy of a 
giant "brain" in a 
debugging opera- 
tion. The desk-size 
E10! provides inter- 
mediate and partial 
answers which serve 
as accuracy checking 
points for highly 
complex problems 
that can be solved 
only by a room-size 
computer. 
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TABLE 2. Four computers which only, or primarily, accept and produce numeric data. 





MONTHLY 
RENTAL MODEL 


MANUFACTURER REMARKS 





$850 Elo! 
650 Elecom 50 
Monrobot VI 


CPC 


Burroughs Corp. Uses Sensimatic bookkeeping 
machine or punched tape for input. 


Underwood Corp. Uses Sundstrand bookkeeping 
machine for input. 


Monroe Calculating 
Machine Co. 


International Business 
Machines Corp 


ij “@etoget FF 





The Monrobot VI, made by Monroe Calculating Machine Co. 


The low-cost Under- 
wood Elecom 50. 
Tape punch and tape 
reader units are 
available as optional 
equipment. 
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TABLE 3. Three computers which can process both alphabetic and numeric data. 





MONTHLY 
RENTAL MODEL MANUFACTURER REMARKS 





$250 up Cardatype International Business Typewriter and card input and , 
Machines Corp. output; punched tape output. 
1850 up Alwac Ill Logistics Research, Inc. All forms of input and output. 
Sold only Miniac Marchant Calculators, Inc. All forms of input and output. 





At Bay State Abra- 
sive Products Co., 
Westboro, Mass., or- 
ders are received 
on punched tape 
from branches via 
TWX. An IBM CPC 
with storage unit 
produces three com- 
plete orders a min- 
ute. Each order re- 
quires 160 different 
calculations. 


The Alwac III-E gen- 
eral purpose com- 
puter, made by Log- 
istics Research, Inc. 
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The Librascope LGP- 
30 general purpose 
computer which costs 


only $29,800. 


National Cash Reg- 
ister's 102-D system. 
No. | is the data 
processor; 2, input- 
output; 3, paper 
tape reader; 4, mag- 
netic tape memory; 
5, paper tape punch. 


The Readix general 

purpose computer, 

made by J. B. Rea 
Co. 








data from other operatine sections (re 








Above this price class, a company having 200 
or more clerical employees will want to con- 
sider: 


MODEL MANUFACTURER 





CRC 102D 
650, 702, 705 


National Cash Register Co. 


International Business 
Machines Corp. 





Datatron Electro-Data Corp. 
Univac File Com- Sperry Rand Corp. 
puter and 
other Univacs 
120A, 125 Underwood Corp. 
These present such a range ot 10Ca- 


tures, and monthly rentals that enumer- 
ating their characteristics would be dit- 
ficult in a short article. 

The calculating punch is useful wher 
there is a large volume of addition, sub 
traction, multiplication and = division, 
and turther where a ecard is the desi 
able output. <As additional equipment, 
it may require a key punch, verifier, 
sorter and printer. The calculating 
punch also can be used as a summary 
punch, to punch sub-totals and totals 
into newly ereated ecards. Pages 70-7] 
presents significant information about 
the caleulating punches listed. 

The numeric computers are useful in 
processing mathematical problems; also 
where records can be created and main- 


This new Remington Rand computer will use 
Ferractors instead of filament tubes, and cost 
only about $12,500. Available early next year. 
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tained in numerical code plus compu- 
tations. Pages 72-73 presents significant 
information 


about the numeric 
puters listed. 


The alphamerie computers are true 
data processing machines. Most 
require such general purpose computers 
tor: 

1. Computing payroll 
preparing payroll checks. 

2. Maintaining inventory balances and 
printing names of items with debit bal- 
ances, 


com- 


ofttices 


earnings and 


3. Billing customers; 
tomer ledgers. 

4. Looking up tables, 
other stored intormation. Calculating 
punches, numeric computers and 
some of the general purpose computers 
have little storage capacity. 

Pages 74-75 presents significant infor- 
mation about the alphameric computers 
listed. 

From the sample data presented in 
these three tables, it evident 
that a company must understand thor- 
oughly what jobs it wants a computer 
to handle before it can intelligently de- 
termine whether a caleulating punch, a 
numeric computer or an alphameric 
computer is indicated. Once that de- 


maintaining’ cus- 
constants or 


most 


becomes 


termination has been made, a compari- 
son of speeds, storage and output fea- 
making the 


tures will prove helpful in 
final decision. 






The Effects of 
AUTOMATION 
In an Office 


OW AN OFFICE achieved an or- 

derly and generally harmonious 

transition to automatic technology 
is described by the Department of La- 
Jureau of Labor Statistics in a 
* of the home office of a large 
insurance company which installed a 
digital electronic computer to reduce 
punched ecard operations in the prepara- 
tion of statisties. 

The “ABC” Insurance Co. is a large 
firm selling diversified kinds of insur- 
Its operations require rapid and 
processing of constantly in- 
creasing routine paperwork. For the 
past 15 years, the company has been 
plagued with a labor shortage. A high 
proportion of its home office workers 
were recent high school girl graduates 
whose brief stay with the company re- 
sulted in complete turnover every five 
vears. Many of the operating divisions 
hired high school students on a_part- 
time basis. In the early postwar years, 
conventional office machines were used 
extensively. 

Installation of a large electronic com- 
puter in the classification 
division “X” began early in 1954. There 
were 198 employees in these sections, 
800 in the division. As a 
new equipment’s operation, it was ex 
pected that a large number of the sec- 
tions’ employees would be available for 
reassignment. These sections maintained 
running inventories of all policies in 
force, and in an average month they 
process about 850,000 policy transae- 
tions. Employees in these sections use 


bor’s 
ease study 


ance. 
accurate 


sections of 


* The Introduction of an Electronic Computer 
in a Large Insurance Co. by K. G. Van Auket 
Jr., U. S. Dept. of Labor, Bureau of Labor Sta 
tistics, Oct., 1955, 18 pp., Free 
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result of the 


data from other operating sections (Cre 
ported on punched ecards) and their 
work involves sorting, classifying and 
calculating. They performed this work 
using 125 separate punched card ma- 
chines (not ineluding’ incidental key 
punch machines), at an annual rental 
of $235,000. These employees, whose 
annual average salary was $3,700, han- 
dled about 314 million punched ecards 
annually. The work required frequent 
shifting of ecard decks and maintenance 
ot paper controls. 

Installing the computer resulted in an 
estimated 50% net reduction in the 
budget for the ¢lassifieation 
(9% in division “X”). Work in these 
sections could now be handled by 21 
punched card machines and 85 em- 
plovees averaging $4,200 annually. An 
nual punched card machine rentals de- 
clined to a total of $19,000. The change- 
over freed 15,000 sq. ft. of floorspace. 
Principal supply savings were the 214 
million monthly tabulating cards be- 
eause the information on the 850,000 
policies could be put on 71 reels of mag- 
netic tape and the 1,000 reels purchased 
at the outset could be erased and reused. 
The need for paper controls of inter- 
mediate totals practically disappeared. 
Savings are partially offset by amortiza 
tion charges against the computer; reg- 
ular maintenance fees to the manufae- 
turer; and costs incident to the down- 
time (about 4%) of the computer from 
mechanical failure. The company found 
that actual investment would be re- 
turned in about four years. 

Job reductions as a result of the com 
puter installation would take place very 
largely among clerks performing the 
large volume of simple repetitive oper- 
ations in work areas to which automa- 
tion is suited. The other emplovees 
were generally engaged in work requir- 
ing experience and exercise of judg- 
ment. Company officials pointed out 
that reduction in clerical jobs would 
enable it to set up many positions eéall- 
ing for those qualifications. Outside 
division “X,” likewise, the electronic 
computer was not expected to affect the 


sections 
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“Substantial number” of 
quiring judgment and experience. 

The company very carefully planned 
both personnel adjustments and the me 
chanical aspects of the changeover. Em 


positions 1 


ployees affected were advised in advance 


of the impending installation and no at 
tempt was made to gloss over the impli 
cations for employment in the classifica- 


tion sections. Individual employees were 
interviewed with meticulous concern for 


job preferences in other company oper- 


turnover, employees were, or will be, 
successfully placed in) other company 
jobs. The home office had 15. other 
punched card sections utilizing person 
nel of approximately equal skill. Job 
reassignments had not been completed 
at the time of the study. The company 
has maintained a consistent policy of 
not discharging or downgrading workers 
because of technological changes. 

An officer of division “X”’ met 
larly with personnel officers in advance, 


regu- 


ntinued on page 216) 


WAGE STRUCTURE BEFORE AND AFTER INSTALLATION 
OF THE ELECTRONIC COMPUTER 


cases ot 


ations. Except tor normal (( 





| Employees | Employees 
| assigned to | expected in 
the com- | new classifi- 
puter opera- | cation sec- 
tions tions ! 


Employees 
released or 
to be re- 
| leased for 
other as- 
signments 


Employees | 
originally | 
in classifica- 
tion sec- | 
tions | 


Approximate 
annual salary 





ay | | | 
Men} Women Men’ Women! Men Women| Men| Women 
| 














ore ele | Te ae | 
$2,800 as Retox | | _ 


ater |. ; 


S250... -. ere 
$9,000 and over- ---| 


Total | | | 7 126 | 
! } 





12 | 





1 Includes, in addition to the 20 employees working in computer opera- 
tions, 56 classification sections employees who were retained on noncomputer 
duties, and 9employees in the procedure development group. 

2 Nonclerical labor. 


Courtesy Monthly Labor Review 
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This typical] analysis of factors affecting employee efficiency was prepared by a personnel 

manager in consultation with department supervisors. Their judgments were based on personnel 

knowledge, observation or investigation. As a pattern became apparent, the personnel manager 

was in a position to investigate the factors which appeared to fit his firm's specific problems. 

Blank copies of this chart are available from Muzak Corp., 229 Fourth Ave., New York 3, or 
Circle No. 386. 
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ASICALLY, 


ment 


sound office 


is a matter of keeping em- 


manage 


plovee eflicieney high and turnover 


factors—the shortage ol 
help and the 


complicated 
highly 


low. Two 


clerical introduetion of 
machines which 

trained 
responsibility on today’s execu 
Sometimes their competition, lo- 
eated “just around the corner” and pay 
ing similar wages for nearly identical 


personnel have put 
heavy 


tives, 


work, gets more output, accuracy, will 
and loyalty 
oOvees, How do they do it? 

As the recruiting, selectine 
and training office personnel mounts. it 
becomes more important than ever be- 
fore to 


ineness from ofhee em 


pl 


Cost ot 


retain good office emplovees. 
Kach company is competine with others 
in offering office worker 
environment, employee 

which 
highest effieieney 


hold the best employees. 


the phy sical 
henefits and 
attract, ¢en- 
and 


sense ot belonging 


eourage from, 

Consider that employees spend one 
third of their waking hours in 
during the most productive, active vears 
of their lives. Is it any wonder that 
they want their offices to be attractive 
concerned 


offices 


and their employers to be 
about employee welfare? 

What are the things employees want? 
What are the factors which most influ- 
ence office employees? Surveys of thou 
sands of office workers and hundreds of 
offices have revealed the following items 
physical en- 
vironment and employee benefits. The 
employee benefits mentioned are: 


in two general categories 


1. Pav consistent with job perform 
ance and industry. 
2. Insurance: life, aeeident, health. 
3. Retirement plans. 
t. In-plant feeding. 
5. Reereational facilities. 
Incentive plans. 
Annual bonuses. 
. Paid vacations. 
9. Coffee wagon service at breaks. 
The factors influencing workers’ phys 
ical environment are: 
1. Sound conditioning. 
March, 1956 


THe OFFICE 


require 





What Does 


FUNCTIONAL 
BACKGROUND 


MUSIC 
Accomplish 


In Offices? 











Color conditioning. 

3. Air conditioning. 

1, Lighting. 

5. Funetional 
ment. 

6. Functional background musie. 

The experience of firms using the 
most modern techniques and equipment, 
employee benefits and communication 
systems, is interesting on this score. The 
chart opposite illustrates typical find- 
ings of a number of companies, each 
employing more than 50 office workers. 
It gives a picture of experience with 
office employees over a period ranging 
from six months to two years. 

What do the results show? In many 
cases, Just what you might predict. In 
general, employee benefits 
such insurance, retirement, 
and incentive plans, ete., were most ef- 
fective in such long range effects as cut- 
ting down turnover, helping recruiting 
and improving employee attitudes to- 
ward the company. 

On the other 


furniture and equip- 


increased 


as bonuses, 


hand, improving the 
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physical environment sound, color, ait 


conditioning, lighting, installation of 


functional furniture and background 


music—had both immediate psychologi 
eal and measurable effeets. It is appar 
ent that the physical environment is 
closely linked with employee elhelency. 
The chart shows that nearly every im 
attitudes 
Three ot 


are ab 


provement affects employee 


and makes reeruiting easier. 


the most stubborn problems 


senteeism, idle conversation and ma 
Apparently 
provement will clear up these problems 


Yet, the 


should he 


chine noise. no single im 
In every Case. 


them 


importance ol 
] 


stressed 


eliminati og 


Scientists long ago proved that when 


vou force a person to concentrate while 


faced with noise or distracting influences 


such as poor lighting or ventilation, you 


produce in him a psychological strain. 


This stran may have physiological as 


{ 


well as psychological elteets ot severe 


Among other things it euts 
output 


proportions. 
the worker's efheiency, rate ol 
and accuracy, in measurable 
Machine many 
office problems, such as employee 
figue, “time 


ete. There generally is no single remedy 


ce OTCES, 


noise ageravates other 
la 
activities, 


monotony, out” 


Sound conditioning and acousti 


ror it. 
cal treatment of machines help to ab 
machine noise, and background 
j +4 


music “dampens” j 


sorp 


installation of any of 
e othee improvements listed in 
several. First, 


etfective in 


In weighing the 


+ The 


h 
‘J 


chart, considerations are 


factor must be 


improvement. If em 


ol course, the 


the area needing 
plovee fatigue is the major problem, an 
Incentive plan he as helpful 


as functional furniture, obviously. See 


will not 


ond, il speed IS mandatory, an. improve 
ment which has an immediate effect and 
IS easily installed, Is called for. Third, 
if two or three known to 
have an effect in the 
provement, the comprehensive 
probably should be — installed 
Fourth, since budget is always impo1 
tant, the various 
Improveme nts should be we ighed, 


factors are 
area needing’ im 
most 
first. 


relative costs of the 


As an example of what may be ae 


complished with just one of these im 
provements, let us consider functional 
It is easily installed, 


has an immediate etfeet, costs little and 


hackground music. 
is effective over a wide range of prob- 


lems (sec chart). Following are some 


experiences of users: 

Turnover—The New York Federal 
Bank found that during the 
it had Office Muzak in its 


huge cheek tabulating department, labor 


» 

Rese rv¢ 
first vear 
turnover was reduced 47.50 from. the 
previous rate. 

musi¢ in the offices ot 
san 


lhsenteeism 
Franeiseo, 
production 
number of There has 
reduction in absenteeism 


Rex Development Co., 


has “resulted in greater 


through a areas. 
heen a sizable 
and 


noticed a greater feeling ol comradeship 
the girls, which has naturally re 


employee turnover. TI have also 
among 
sulted in increased cooperation,” accord 
to Wm. Blackfield, head of the firm. 
Idle Co back 
eround musie “has appreciable value in 
desk 


prior 


rersation—tunetional 


amount of desk to 


that prevalent 


reducing the 
eonversation was 
to our installation of this equipment. 
It has eliminated a lot of unneces 
between emplovees 
result in 


attention by the em 


sary. conversation 
and this ean only decrease of 
and 
plovees to individually assigned work,” 
according to L. T. W 
dent and controller. 
Fire 

Vonotony 


surance Co. put 


errors more 
aldron, vice presi- 
Pacifie National 
Insurance Co., San Francisco. 
The Metropolitan Life In 
Office Muzak in its 
filing department where, because of thi 
monotony of the work, the company 
four or five requests 
After the musi 
transter 
thre 
Fune 


normally received 


per day for transfers. 
SOTV1EC hegan, requests tor 
total of five in 
months—-a reduction of 98.5%. 
tional background musie is now. in 
stalled in all of Metropolitan’s build 
ings Trom top to hottom. 

Vachine Noise 


pervisor ol the 


dropped TO a 


to the su 
(punched 


aceording 


Hollerith 
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Sure Microfilming 


7s great! But 
asnt tt LOO EXPENStVe 


Jor my business ? 


Not any more! 

The Micro-Twin 
recorder-reader costs less 
than youd expect to pay 


Jor a recorder alone! 


Here is the new microfilming unit that has put 
the penny back into business! 

The Micro-Twin combined recorder-reader 
gives you a complete microfilm system—all in 
one unit, at less than you’d expect to pay for a 
récorder alone! 

It records as fast as you can feed it, by hand 
or automatically. It photographs documents 
front and back simultaneously, if you wish- 
making 37 to 1 reductions. Full-size facsimiles 
can be made in the reader—developed without 
a darkroom. 

Just out! Where a separate recorder is useful, 
try the new Model 205 Microfilm Recorder. 
Where separate, portable readers are needed, 
the new 16-pound Model 206 Microfilm Reader 
is ideal. 

For full details, call our branch office—listed 
in your phone book. Burrezghs Corporation, 
Detroit 32, Michigan. 


SOLD AND SERVICED BY 
Belle Howell 


MICROFILM COUIPMENT 


Burroughs 


Burroughs” and ‘Micro-Twin™ are TM's 


For More Information Circle No. 142 





Sorter Graf 


THE RIGHT COMBINATION 
OF METHOD AND EQUIPMENT 
TO REDUCE YOUR COSTS IN 
ANY PAPER HANDLING ROUTINE 


ze rN 


Equipment adapted to large or small operations. 
Up to 50% savings made in operation costs. 


Write for details 


SORTERGRAF COMPANY 


4044 W. Jefferson Avenue Detroit 9, Michigan 
THIRTY YEARS OF SPECIALIZATION 


For More Information Circle No. 295 
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Gepartment of Sun Lite Assu partment. In a tight labor market such 
ance otf Canada, Montreal, staff reaction as we have experienced during the past 
Oo musié is that it “makes the depart vear | feel certain it has helped us in 
ment noise far less noticeable.” obtaining valuable new employees.” 

In a survey of one ot America’ Production according to the officer 
largest commercial banks in Brooklyn, in charge of a U.S. Defense Department 
N. Y., last vear, SISO of the super materiel center, records show that pro 
VISOPS reported that music “masked” ductivity of the voucher control unit i 
machine noise. creased 8.93% and output in the ecard 

Recruiting—the manager of the evs punch and tabulating machine depart- 

tomers billing department of Public ments went up 5.83% after Office Muzak 
Service Electric & Gas Co. of New was installed. 
Jersey, one of the largest utility billing This indicates what functional back 
operations in the country, reports “on ground music, properly applied in office 
several occasions prospective employees — situations, can accomplish. The other 
have commented on the pleasant work factors listed also influence employee 
ing conditions upon hearing Muzak dur behavior. These factors provide the pro- 
ing their interviews for jobs. It has gressive executive with an arsenal of 
made them more receptive to accepting weapons to attack the key clerical prob- 
employment in the customers billing de lems. 





Timecard Control System 
Keeps Work on Schedule 


RUSSELL G. HARSCH 
Secretary and Assistant Treasurer, Enterprise Aluminum Co., Massillon, Ohio 


EK CONTROL the amount of time — stations to completion. Clock registra- 
required to do specifie clerical jobs tions show the amount of time consumed 
by using timeeards which accom by each operation. 

pany the work through the various work Before inaugurating our timecard 


> 





_ENTERPRISE ALUMINUM CO.- ORDER PROCESSING SCHEDULE s 


: 10 05 CHOPED PROT UaGanta GROUP 








z 
gle 


Hi 














FROM ORDER NO. 
Roeszs— 

















TO ORDER NO. 


Zoosr 





$S$3900d Mi SAIL 





al cil 


The timecard, which accompanies the work, is printed on the reverse side of an obsolete 
tabulating card. 
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system, we were confronted with delays 
in processing customers’ orders, without 
knowing the reasons for the delays or 
the amount of time actually taken tor 
operation. As a 
received all kinds ot 
work not being 


each consequence, Wi 
excuses tor the 
within the time 
accumulated 
a description 


done 
necessary to prevent an 
workload. Following is 
of our timecard system: 
Each day, after the 
opened the envelopes 
tomers’ orders, the orders are delivered 
to the director ol W he n 
finished looking through them, they are 
turned over to the manager of the ordet 
department who separates them accord 
ing to the various types of dealers, and 
then places the orders in folders. Fold 
ers containing the order 


mailroom has 
containing cus 


he has 


sales. 


orders 20 To 
department clerks who register a time 
eard “in” when the material is received, 
and “out” after the work has been com 
pleted. This work consists of pricing, 
applying our order number, posting to 
customer writing our orde1 
number on the timeeard, and indicating 
the number of orders contained in the 
folder. (See timeeard on page 85.) 
From this point, a folder containing 
orders (with the timecard attached) goes 
to the tabulating department which reg- 
isters its own “in” time (time folder is 
received from order department). The 
product items shown on each order are 
pulled from a tub file of pre-punched 
cards containing item code number, de- 


re’ ords, 


scription, price and salesman’s commis- 
rate. As each ecard is withdrawn 
tor an item on a customer’s order, the 
quantity ordered is pencil-marked at the 
upper left of the card. 

Orders and item punched eards then 
go to the punching 


sion 


key department 
where the quantity ordered of each item 
is punched in the item cards, and cus 
tomer name and address cards are pre- 
pared. Item cards are run through an 
IBM 602A multiplying punch 
caleulates the invoiced sales amount and 
the amount of 


which 


salesmen’s commissions. 


Cards are then run through a 


range 


punch which automatically punches our 
salesman’s number, and 
a sequence This data is 
for writing the invoice and tor subse- 


number, 
number. 


ord i 
used 


quent sales analysis. 

The detail name and address 
are put into a 404 multiple line account 
ing machine which writes the eustomer’s 


eards 


order on our own three -part order form. 
Rewritten together with custo 
mers’ original orders are replaced in 
the original folder, timeeard 1s 
tered “out” on the job clock, and the 
folder timeeard attached is re 
turned to the order department. The 


orders 
regis 
with the 


tabulating cards related to each order 
are filed in an On Order ecard file. 

The order department again punches 
the timeeard “in” and separates original 
orders from our triplicate forms. The 
into an On 
is held until ship 
made. The triplicate 
our form (shipping order, 
duplicate shipping order, and packing 
ticket) are forwarded to the shipping 
department and the time ecard regis 
tered “out.” The timecard is checked 
for time consumed and filed for future 


original 
where it 


customer’s 
Order file 
ment has 


LORS 


heen 


copes on 


reverence. 

When order is shipped, shipping de 
partment returns the forms to the tabu 
lating department and another timecard 
(same design but a different color) is 
stamped with the “in” time. The tabu 
lating department pulls the ecards neces 
sary to write the customer's invoice from 
the On Order ecard file. Cards are gang 
punched for the date shipped, then go 
to the 404 tabulator where invoices are 
prepared on seven-part snap-out con 
tinuous forms (original two 
duplicate accounting 


invoice, 


invoices, depart- 


ment copy, salesman’s copy, commission 


and a copy for filing with the 


shipped order). 
Since we adopted this timecard sys- 


th } V, 


tem, we have been able to get the work 
We know 
at all times just what work is in proe 


done according to schedule. 
ess, how far it has advanced, and the 


balance of work on hand. 
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A Webster product 
for every 
duplicating need 


THE F. S. WEBSTER COMPANY supplies duplicating materials for 
modern office machines. A half-century of experience in the field 
enables Webster to bring skill and ingenuity to the production of 
these tailor-made products. 


CARBON PAPERS — Weights, finishes and sizes for specific typing 
requirements. 


TYPEWRITER RIBBONS In cotton, silk and nylon quality in a 
variety of colors for all makes and requirements. 


OFFICE MACHINE RIBBONS ——- For Adding, IBM Tabulating, Bill- 
ing, Posting, Addressing, Time Recording and Teletype machines as 
well as for all hectograph requirements. 

ACCESSORIES Hand cleaners, type cleaners, instrument oil, du- 
plicating fluids and manifold tissue. 


a 
& 


ae ye NE I AE 


Make it clear...you want 


| Webster’s 


at leading. stationers’ everywhere 
am 





F. S. WEBSTER COMPANY, 8 Amherst St., Cambridge 42, Mass. 


Factory branches in Chicago, Detroit, Philadelphia, Pittsburgh, San Francisco, 
New York and Cambridge 


For More Information Circle No. 119 
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TV in Main Office 
Transmits Records 
To Branch Office 


Texas National 


avoided 


OUSTON’S Bank 
successtully 
more than 17,000 

for the tour tellers in 

bank by using a closed-circuit TV sys 


duplicating 


signature cards 


its new moto! 


tem which also speeds balance and in 
and 


terest statement checking makes 


stop-payment order processing a matte! 


ot seeonds. 

According TO Vee 
Hunt, the bank decided to install closed 
eireuit TV when it found that 
method would work so quickly and et 
ficiently. “And now I don’t know how 
we would operate without i” he said. 

In two days, a 
five television receivers made by Dag 
Television Div., Thompson Products, 
Ine., Michigan City, Ind., were installed 
by Industrial Television, Inc., Houston. 
Basically, the provides a T\ 
hook-up between the main bookkeeping 
department located in the 21 Story 
Texas National Bank building and thi 
motor bank two blocks away. 

A television camera next to thi 
files in the 
transmits signatures and 


preside nt John N. 


no other 


television camera and 


system 


main 
bookke« ping departm¢ it 
records to T\ 
recelvers in each of the four telle 
booths at the motor bank. A fifth r 
ceiver in the bookkeeping department is 


Television camera, mounted on desk in the 

bookkeeping department of Texas National 

Bank, Houston, is used to transmit records to 

motor bank. Desk also has a built-in monitor 
receiver. 


The tellers 
the records department 


for the camera operator. 
talk to clerks in 
through a separate intercom system. 


W hen a with 


check at the 


customer presents a 


drawal motor bank, the 
teller asks the bookkeeping department 
blocks away 
for the signature card kept in the files, 
and the signature is. then 
checked image on the T\ 


in the main building two 
customer's 
against the 


screen, 


One of the four 
teller's booths at 
Texas National's mo- 
tor bank, two blocks 
away from the main 
building, showing 
the TV receiver 
mounted in the 
counter at right. 








The right answer at the right moment 


with world’s smallest 100 % automatic calculator 


Long distance on the wire — Paris ... 
London ... New York ... Unprepared, 
you must make an intricate calculation in 
a matter of seconds. But the telephonesize 
Facit ESA-O is alongside to make sure 
you're not caught napping. 

Anyone — even your office-boy — 
can master the Facit ESA-O after 15 min- 
utes’ practice. The smallest fully automatic 
calculator in existence, it has an “adultsize” 


keyboard — but with only 10 keys! Con- 
venient five-finger span enables you to do 
calculations with one hand while making 
notations with the other. 

Precision-made parts of fine Swedish steel 
are your guarantee of durable performance 
— thousands of Facit calculators produced 
20 years ago are still in daily use. Ask for 
our illustrated brochure FB 24 to find out 
about Facit’s special refinements. 


FACIT 


CALCULATOR 


WORLD'S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


404 Fourth Ave., New York (6, N. Y. © #14 Sansome St., San Francisco 4, Calif. 
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Manufacturers Could Provide 
A Universal Inventory System 


L. E. GRIFFITH 
Hospital Care Association, Inc., Durham, N. C. 


ASSES OF PAPER are used to 

promote products of all kinds. 

Some promotional material con- 
tains photographs; other shows draw- 
ings. Some is printed in several colors; 
other requires special processes tor its 
production. In offices, large and small, 
the mail daily brings its deluge of 
printed material explaining the virtues 
of this or that machine; this chair as 


opposed to that chair; this desk as 
against that desk, ete. 
When the promotional effort dies 


down and the sale has been made, the 
deluge of promotional material is very 
often followed by educational in- 
structional material relating to the item 
sold. Naturally this is not distributed 
on such a lavish basis as the material 
it follows. In many eases, instructional 
material is not necessary as it has been 
either included in the promotional work 
or has been done in person by the sales- 
man. 

In view of the large amount of print- 


or 


ed material associated with even the 
sale of one item, we suggest that the 
manutacturer provide one extra piece 


of printed matter when a sale has been 
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The inventory record might be 
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made. This would constitute a customer 
service element and consist of a ecard 
(machine accounting or marginally 
punched card) depicting the item sold 
together with certain details re- 
lating to it. This would be known as an 
inventory card and each card supplied 
would relate to one particular piece ot 
equipment with its serial number. 

The purpose of this card would be to 
automatically provide an inventory of 
machines, chairs, tables, desks and the 
like, for use by the customer. One 
standard size of card would have to be 
adopted by all manufacturers that 
the systematic accumulation of cards by 
customers would not present filing diffi- 
culties. Although the cards need not 
nesessarily be of the punched card type, 
there are advantages in arranging that 
they are so. Smaller offices that do not 
have machine equipment by which the 
ecards might be sorted, tabulated, ete., 
could maintain them without difficulty 
on an alphabetical basis. Listings, ete., 
might be done by a tabulating service 
bureau. Larger offices having the neces 
sary equipment would, course, be 
able to use the cards as a part of their 
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a tabulating card or a marginally punched card. 
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e JOLSON 
a 
8 
® The first and only 10-Key Electric Adding Machine with ® 
© AUTOMATIC POSITIVE & NEGATIVE MULTIPLICATION! ® 
& 
e No more groping for different keys — one Main Motor Bar adds, subtracts, 
eo sub-totals, totals and clears. e 
e @ Variable decimal point prints @ Double and Triple cypher keys * 
where it belongs. [00(000| save operating time. 
* @ Speed: 200 figures per minute. @ Ten year guarantee on all parts. . 
a “SUPER DIAL” does the job of a calculator . . . yet it is 9 
4 sold at the price of an adding machine. e 
e DEALERS e 
Some franchised territories for the entire line of 
© EVEREST Office Machines still available. 
Everest © e Write for information and literature. 
“y 9” ALMA OFFICE MACHINES CORP. eS 
K 2 Portable e © National Distributors ae Ask about the 
Typewriter in @ 440 Fourth Avenue, New York 16, N.Y. @ * Office Type- 
colors, _includ- Ce oo writer, Everest 
ing Two-Tone. ®eeee® “Standard 92.” 
For More Information Circle No. 299 
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cuts 


duplicating costs 


$25,000 a year... 


speeds paperwork at 
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Organization Charts @ Accounting Forms 
Report Reproduction @ Process Charts 
Price and Data Specifications ° Manuals The first Commercial Air Conditioner 
Production Forms and Others for lower installation costs. 
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Air-conditioned America looks to Carrier Now, Carrier is saving more than $25,000 


for leadership in the controlling of tem- a year with this modern, fast, dry, electro- 

perature, humidity, movement, and clean- — static copying process. 

liness of air inside a building. Versatile xerography provides the solu- 
Because Carrier Corporation offices gir- tion to your copying needs. Original docu- 

dle the globe, internal communications ments are enlarged, reduced, or copied 

consume much paperwork and... prior to _ size to,size. Masters are made from opaque 

the installation of xerography ... time. originals or from copy on both sides. 


Write for proof of performance folders showing how companies of all 
kinds are cutting costs and speeding paperwork with xerography. 


THE HALO!ID COMPANY 


56-15X HALOID STREET,,ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
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The manufacturer could reproduce the inventory cards for use in his own (or his distributors) 
record keeping. 


routine accounting machine procedure. 
Ilow far might such a system be 


taken? To keep our contention within 
reasonable limits for the purpose of 
this article we will consider manutfae- 


turers and merchant houses as being of 
two kinds: (a) Those that deal 
directly with the customer in selling or 
renting their products and, (b) Those 
who deal only through one distributor 
in any given area and not directly with 
the customer. Throughout this article 
we are considering a customer as a busi- 
ness or retail firm serving the general 
public and not as an individual person 
who might eventually buy the produet 
of a manufacturer. 

Initially, let us apply the operation 
and use of the inventory card system 
to manufacturers dealing directly with 
the customer in renting or selling equip- 


basic 
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ment. When the item of equipment is 
completed in the factory, the appropri- 
ate blank inventory ecard would be 
pulled from stock and punched to show 
certain details. The cards would then 
form an inventory for the manufacturer 
of equipment manufactured. As ma- 
chines were rented the appropriate 
cards would be lifted and passed to the 
customers to be added to the cards al- 
ready in the customer’s inventory files. 
Otherwise the card would act as the in- 
ventory card of both manufacturer and 
customer at tne different times they 
hold the produet. 

If the manufacturer wished, he could 
reproduce the card for further use. As 
an example, he may wish to keep a rec- 
ord of machines manufactured, showing 
details of rental and location, ete., and 
he would probably add further details 
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There should be space on the card to record the machine's serial number both mechanically and 
manually, 


to the cards. This is discussed at length 
later in the article. 

In applying the system to manufac- 
turers who market their products 
through distributors, a similar proce- 
dure to the above would be adopted ex- 
cept that the cards would in the second 
stage of their movement provide in- 
ventories of the stocks held by distribu- 
tors as well as those initially held by 
the manufacturer and finally by the 
customer. In such cases it might be nec- 
essary to omit punching the cost and 
date of purchase because this would be 
done at distributor level, either by 
equipment held by the distributor, by a 
eard service bureau, or at customer 
level. 

A number of points arise in consider- 
ing the design of a card for use by a 
large number of concerns of varying 
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types, fulfilling different functions in 
the national economic structure. For 
clarity and simplicity, we will consider 
a card as it might apply to manufac- 
turers of office furniture, equipment, 
machinery and the like. So far as we 
ean see, the following points would be 
essential : 

1. For the particular field of office 
furniture, equipment and machinery, 
one card design only would be neces- 
sary. The design would be the national 
pattern for this particular field. For 
car manufacturers, a different pattern 
might be necessary and would be limit- 
ed in use to the distributor and manu- 
facturer. For the Army, Navy, Air 
Foree and kindred services, different 
patterns or designs might be necessary. 
Card design would vary from one field 
of production to another. 
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Two ways to dictate... one cuts work in half 


Ever realize that shorthand dictation is 
“double writing’? First the shorthand— 
then translation and typing. 

Compare this with Dictaphone TIME- 
MASTER dictating machine and DICTA- 
BELT record. Man dictates independently 
any time. Secretary types directly from 
clear DICTABELTS. A faster, cheaper, 


more accurate means of communication. 
Other DICTABELT advantages: flex7- 
ble, unbreakable, non-erasable, permanent, 
can be mailed or filed like a letter. Visible 
dictation makes quick place-finding. 
For more facts write Dictaphone, 420 
Lexington Avenue, New York 17, N. Y., 
or call the Dictaphone office in your city. 


Dictaphone, Time-Master and Dictabelt are 
registered trade-marks of Dictaphone Corp, 


— i DICTAPHONE CORPORATION 


THE DICTAPHONE TIME-MASTER DICTATING MACHINE, 


“TAKES THE 


WORDS RIGHT OUT OF YOUR MIND.” 


For More Information Circle No. 226 


Tue Orrice—March, 1956 



































OTS9O12 | CHAIR ws ny 
| __— x Biscavre~ of ivan = Dare 
—— Pypcererio~ ep tren Te + _[ sewer Sonne 
ee 1am a) 
if ue tie | 
' 1 
aa \& 
bel ed 
| s 8 | 
' u | | 














DESK . WOODEN 
i 


at Me or Item 





“Taewt | Saaovnr |b] tonne 
thane Preteen view @ tree 
] (foam ~~ om) 
ad Lacker 
| 
| 2 
< 
la 
t 
4 
° 
° 
“ 
One hem ew 
he |] a 


Besca cre of trea 








: ; 
Bitcount |F] sence 





Pefea a. view of ten 











The illustration on the card, to identify the equipment, would indicate specific points 
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identification and the location of the serial number. 


2. The design should be simple, con- 
taining the basic details only in punch- 
ed form of the particular product, leav- 
ing as many fields as possible available 
for use in subsequent procedures by the 
customer. To avoid several overprint- 


ings by interpreters, the cards in the 


first instance when they left the manu- 
facturer would not be interpreted. In 
the printing stage, the name of the 
product would be printed at the top of 
the ecard, thus obviating the necessity 
for interpretation in 
eard field at a later stage. 

3. It would be necessary to allow 
sufficient columns in the card that 
the serial number of the machine could 


sO 


the appropriate 


be adequately accommodated no matter 
which firm making equipment used the 


eard 
sufficient). 


(probably 9 columns would be 


It would also be necessary 
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to leave space on the card itself so that 
the serial number could inserted 
manually. 

4. A pictorial view of the equipment 
would be shown the card for the 
purpose of identifying a particular ma- 
chine when checking inventories. Whilst 
this not at the manufac- 
turer’s end where the products of the 
company are well known, it is necessary 
the end where often 
knowledge of the range of office equip- 
ment is limited. The sketch would indi- 
cate the position of the machine number 
and other points of identification. 

5. Where machinery equipment 
of several components which 
are sometimes used together, separate 
eards would be issued by the manufac- 
turer for each of the components sup- 
plied. For example, a dupleating ma- 
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Multiply in three lines 
LIKE THIS —? 





Con your Calculator mult ply 
12” 13 « 14 without transposing 
LIKE THIS 





Can your Calculator 

2 additions simultaneo 
yet 2 distinct totals 
LIKE THIS? ® 
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om?" “>t ie Nr. 1. MULTIPLIER: “CLASSIC gives "ta: atic, short cut multi- 
0 x *. plications inonly three lines. 


Cost 2820 

2. DUPLEX =: The two registers of CLASSIC operate from a 
single keyboard and produce separate and dis- 
tinct totals (Example: Units & Prices; Debits & 






Total Units 7.8 


Total Cost 9255 





ve Grond Totals of Credits.) 
5 ins and multipl 3. GRAND 
WE THs? TOTALIZER : Grand totals of many groups of additions and 
. Ps subtractions may be obtained on the CLASSIC 
0 a Printing Calculator without resetting interme- 
2s a diate results. Thus, it eliminates transposings, 
First Total 527 5 which is the greatest menace for errors. 
e << 
6000 = ~A 
4 ; ‘ Py Ask for a Free Demonstration a 
second Totalg 375R of this Multi-purpose Printing Calculator... (J 
75.00 > L 
450 - Fant 
.30- T 
Third Total 0 
ird Total 6 9. “ 2 . => 
Grand Total S650 R R 
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‘'e™ MACHINES 

KEY PUNCH be I17712*™ o31049 42000 

KEY PUNCH io 17947*x .112S2 42000 

TAPE PUNCH R 27TcooT o310S564 36000 

TAPE TO CARD PUNCH ee 774935 o31054 120000 
CALCULATING PUNCH 7247C o320s3 360000 

OFFICE EQU!PMENT 

CABINET AND FILING UNIT P 104974 o112350 ssso sso 
DUPLICATING MACH! NE P a7729 o13046 16950 2640 
REGISTER witTH CASH DwR P 729e eo30230 12500 2soo 
SOUNDSCRIBER P s1i729 031053 17500 
TYPEWRITER vViSOMATIC ios 1903 os1053 35000 
TYPEWRITER PORTABLE Pp 7279es o71252 10750 
FURNITURE 

CHAIR P Tx<0O12 1231347 6700 1305 
CHAIR POSTURE P S402 1131047 14925 2200 
DESK WOODEN P 1I1727R 1131047 20000 sooo 


An example of a machine listing of the cards illustrated in this article. 


chine and stand might consist of a du- 
plicating machine and stand separately. 
In this event, there would be two ecards, 
one for the machine alone and the sec- 
ond for the stand alone. 
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6. The reverse side of the card might 
be used for further details of the equip- 
ment. For example: catalog number, 
date manufactured, manufacturer, sup- 
plier, depreciation rate, replacement 
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RESEARCH | 
WHY TAKE CHANCES with untested 
brands of cellophane tape? Make sure 
with "Scotch"’ Brand, the familiar 
favorite for all kinds of sealing, 
holding, mending jobs! 


NEW LOW PRICES on commercial 
rolls make “Scotch” Cellophane 
Tape your economy buy as well as ’ ee 
your quality buy. See your supplier ee ‘ 
right away for bargain-priced rolls . oe”. Look for 
and new tape-saving dispensers! a 
the plaid ! 


The term “Scotch” is a registered trademark of Minnesota Mining and Manufacturing Company, ¥ 3M 3 
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St. Paul 6, Minn, Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, 
London, Ontario. 
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due, accessories, amount realized on dis- 
posal, inspection check columns, ete. 

Admittedly the visualization and real- 
ization of such an inventory system 
may sound ambitious and present a 
number of problems. Nevertheless such 
a system is possible and offers many 
practical advantages. We know of 
course that not everyone supplied with 
the cards would even bother to keep 
them but surely in ideas of this kind, 
we should not legislate for the lazy and 
inefficient. Pioneerine would be 
sary to put such a general arrangement 
into action. If, however, ten of the larg- 
est producers of similar equipment or 
machinery agreed to a common design 
for the card and to put the idea into 
action insofar as their preducts were 
concerned, we are confident that within 
a few years the idea would find general 
acceptance. 

In the initial stages the difficulties 
are obvious. The first problem lies in 
providing cards for the equipment and 
machinery now already in use. There 
are a number of ways in which this 
could be done. The printing and supply 
of the cards to manufacturers might be 
the basis of a business. Such a business, 
apart from supplying cards in the for- 
ward sense, might supply a service to 
those customers approaching it directly 
for the creation of their original card 
inventory. Manufacturers on the other 
hand might arrange for the creation of 
eards covering the last ten years of op- 
eration and arrange for their distribu- 
tion direct -or through their normal 
distributors. 

The second problem les in reaching 


neces- 


for the card. The ar 
forward that it 


a suitable design 
gument may be put 
would be difficult to insure that cards 
moved with the machines. However, 
very often keys and certain special fit- 
tings including diagrams, ete¢., move 
with machines and equipment now 
marketed. On closer examination, we 
think it will be found that none of the 
difficulties attendent upon such a sys- 
tem are insurmountable. 

We have not discussed the applica- 
tion of such a system to products out 
side the office furniture, equipment and 
machinery field. It is evident however 
than an inventory system of this type 
on a national basis could be applied to 
almost any field of production. Particu- 
larly we would mention its application 
in relation to the supply of stationery 
items of a specialized kind. For ex- 
ample, if we were ordering 250,000 spe- 
cial forms (those used with machinery ) 
from one of the forms printing houses 
and they supplied one punched inven- 
tory card for every 1000 forms, we 
would be able to assemble readily a 
stock file. As every 1000 forms were 
taken from stock, a card would be re- 
moved trom the file and either de 
stroyed or retained in a separate file as 
sembled to indicate the rate of usage. 

Such an arrangement as that envis- 
aged would prove of considerable value 
to manufacturers, distributors and cus- 
tomers and would not be costly when 


one considers the mass of printed ma- 
terial now used in promotion and mar 


keting. The initial would obvi- 
ously be the most difficult ones. That is 
why pioneers will be needed. 
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All the facilities of 
Big Mill Operation at the service 
of the Small Press 


Just as a sample of what we mean, look at what happens when reams of 
paper are cut into small sizes, the sizes you need for small presses. 

A lift of big sheets, 34” x 44”, for instance, has four edges to each 
sheet, four danger spots where it can absorb or get rid of moisture 
and possibly curl. But cut each sheet into 16 sheets, 844” x 11”, and 
you expose 64 edges, 64 danger spots which must be carefully pro- 
tected against contact with the surrounding atmosphere. 

Mead has developed the finest protection available: the famous 
moistureproof package which brings your small sheets of paper to 
you in mill condition. They’re cleanly and accurately trimmed, will 
lie flat, and feed easily any time you want to run them. 

And this paper moisture-barrier wrap extends to the whole line of 
Mead Papers: bonds, mimeo, ledgers, duplicators, offsets, coateds. 
Whatever your requirements, you can get it all from Mead. 


Papermakers 
to America 





THE MEAD 
CORPORATION 


SALES OFFICES 
Mead Papers, Inc., 118 W. First St., 
Dayton 2, Ohio * New York « Chi- 
cago * Boston * Philadelphia « Atlanta 
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How Small Offices Can Use 


Clerical Work Measurement 


MARTIN SMITH * 


OT TOO LONG AGO, one of the 
most pressing problems of manage- 
ment was its lack of information 
about the productive capacities of in- 
dividual plant employees. Although 
management knew the overall produc- 
tion figures, the individual output had 


never been measured to determine if 
each employee contributed a_ fair 
amount to the total. Standards had 


never been set up to measure perform- 
ance. Was the individual’s daily pro- 
duction normal? How did it compare 
to optimum performance? What was 
optimum performance for one depart- 
ment or one individual and what factors 
governed its attainment? 

Most of these problems are now in 
the past. With the cooperation and, in 
many instances, the active support of 
labor, work measurement techniques are 
an accepted procedure in plant oper- 
ations, and work standards have been 
set by time studies to reflect a normal 
day’s work. Management is able to con- 
trol product cost by a detailed knowl- 
edge of manufacturing costs and knows 
what these should be. Optimum per- 
formance is still a desired goal, how- 
ever, and the economie and psychologi- 
cal incentives necessary to achieve it 
are gradually coming into universal ac- 
ceptance. 

What has not as yet been fully aec- 
cepted, by either management or labor, 
is a work measurement program in the 
office. How many letters a day are 
typed? How many invoices are billed? 
How much time does the credit manager 
spend each day in examining routine 
sales orders? How long does it take the 


* This article describes an actual case history. 
Although the author’s firm name is not published, 
we will gladly furnish Mr. Smith’s address to 
readers who wish to write to him.—Ed, 
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adjustment section to find a sales or- 
der? What is the normal day’s work 
for each clerical operation? In other 
words, how does the work be ing turned 
out compare to the work that could be 
turned out? And what is the cost? 

In a great many industries clerical 
costs are as high as, or even higher than, 
plant costs and it should be a basie fun- 
damental of good management to learn 
how clerical can be controlled. 
The start of a clerical cost program 
should be a work measurement study in 
the office. By knowing what each indi- 
vidual does, you can learn whether his 
function is worth its cost to the com- 
pany. 

Many large insurance companies have 
installed work measurement programs. 
These companies have no manufacturing 
operations and their administrative cost 
is their only cost. Many other large 
companies with substantial manufactur- 
ing and administrative divisions have 
installed clerical cost programs. But the 
large majority of smaller companies still 
have to be convinced that a method for 
controlling clerical costs can be just as 
beneficial to them as it is to the larger 
firms. They seem to feel that in a 
smaller firm it is just not worth all the 
trouble. 

They are wrong. It is most definitely 
worth it! As evidence, I would like to 
cite some of the advantages that accrued 
to us (and some of the problems we 
encountered) when we installed a work 
measurement program in the credit and 
adjustment section of our Texas sub- 
sidiary company. First of all, I would 
like to emphasize that we weren’t inter- 
ested in mechanizing each operation or 
attaining a high degree of perfection 
for each task. We had no interest in 
making motion pictures of a clerical 


costs 
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worker’s arm movements. We had no 
desire to show how ach individual 
should sit in his chair, or to record the 
number of times he left his desk. All 
we wanted to know was whether each 
employee was doing a _ reasonable 
amount of work each day and if any 
procedures needed to be changed. 

measurement pro- 
standards in a 


Installing a work 
vram and setting up 
small company is not easy. One of the 
major difficulties we encountered was 
that most employees did not have one 
distinet duty, but a number of diverse 
tasks. Although time studies can be 
made of a machine operation and stand- 
ards set to measure performance, it is 
more difficult to apply clerical standards 
to a variety of jobs handled by one 
employee. For example, a number ot 
clerks type, file, analyze customers’ ac- 
counts and make up credit refunds... To 
learn if a clerk-typist was doing a nor- 
mal day’s work, it was necessary to 
measure each separate activity. In ad- 
dition, it was necessary to set a stand- 
ard for each separate activity. 

It would have been very nice if the 
typing standard set by one industry 
could be used by another. many 
different factors enter into any discus 
sion of standards. Inasmuch as the 
degree of skill varies with the experi- 
ence and the salary paid, and the salary 
paid varies with the location, it cannot 
be stated that a $50-a-week typist should 
turn out so many words per minute. 
That much may be paid an _ exeellent 
typist in one section of the country and 


Te 0 


a beginning typist in another section. 
It may vary widely from one section to 
another within a large city. 


Suppose you measure the work of a 
typist and find that her speed is 45 
words per minute. What should her 
standard be? To determine if her speed 
is above or below normal, the quality 
of the typing has to be considered: 
technical language, how many letters are 


form letters requiring only minimum 
concentration, how many letters are 
from stenographie notes, how many 
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from a dictating machine. Taking all 
these, and other, variances into consider- 
ation, it is readily seen that there can be 
no standard set for the performance of 
typists in general, but that each typist’s 
standard may differ. 

In a comparative sense, although the 
function of an accounts receivable clerk 
may be the same in different companies, 
the procedure set up to handle that 
function may differ widely. Because 
each type of activity in a small com- 
pany is different from the same activity 
in any other small company, the stand- 
ard has to be devised according to indi- 
vidual requirements. The clerical work 
measurement program itself, however, 
can follow a certain basie procedure. 

The first step in our program was to 
inform employees about what we pro- 
posed to do and what we hoped to ae 
complish. Sinee the psychological atti- 
tude of the employees toward the pro- 
gram would have a direct bearing on 
how it was carried out, this was an ex- 
tremely important step. Clerical em- 
plovees consider themselves on a higher 
level than plant employees. They do 
not like their work to be studied or 
standards to be set toward production 
goals in the same manner as plant em- 
Nor do they like to feel that 
the result is going to be a layoff. > 

T, 


from 


plovees. 
give the program a good start 
an employee relations point ot 
view, they were told verbally just what 
was going to be done and how it was 
to be carried out. We emphasized that 
no one was going to be fired as a result 
of our studies. If we discovered a de- 
partment to be overstaffed we would 
transfer the extra employees to those 
that understaffed ° 
normal We 
each employee a simple form to be filled 
out daily. Sample filled-out copies of 
this Daily Activity Reeord (Fig. 1) 
were distributed. We explained how 
each employee was to enter in the ap- 
propriate spaces the date, department, 
employee’s name, time of starting a 
job or shifting from one activity to the 


departments 
through 


were 


turnover. gave 
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Discriminating Stenographers 
are switching to Klean-Write 
NYLON Ribbons because— 
1, Sharper work — This thin, closely-woven cloth will 


produce DISTINCTIVE LETTERS that have real 
advertising value for you 


eet 


2. Strength — Stronger than any other ribbon. Try 
to tear it 

3. Greater length — 50% more writing distance. 

4, Wearability—Outwears ordinary ribbons as much 
as three to one 


y 


Send me on a trial order the following 
KLEAN-WRITE 18-yard nylon ribbons. 


— 


ut ribbon does not meet with your approva 
make for repeat orders and satisfied a ints, you 
may return the unused ribbons to us for FULL credit 





T T 7 
MAKE MACHINE | COLOR | INKING 
_ — + 


SS : 
DOD. B 


Hnniversary my 
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DAILY ACTIVITY RECORD 




















10-10:30 a.m. 


3330-3245 p.m. 








Date Dept. Name 
TIME OF DAY DESCRIPTION NUMBER OF ITEMS 
COMPLETED (if any) 
9-10 a.m. Typing letters to 
customers (form letters) 12 


Analyzing customers' 


statements 2 
10:30-11 a.m. Filing 29 
11-12 noon Discussion with another 

department concerning 

an adjustment 
12-1 p.m Lunch 
1-3:30 p.m. Keying off statements 100 


Waiting time 


3:45-5 p.m. Examining collection file 15 








Fig. | Each employee fills out a daily activity record. 


next, a brief sentence describing the ac- 
tivity, and number of items completed, 
if any. We repeated again and again 
that we were doing this to simplify 
methods and improve customer service. 
At the end of the meeting, each em- 
ployee was given a written memo con- 
firming everything that had been said. 
Regardless of the verbal instructions, 
the written memo and the sample, the 
first day the forms were not filled out 
properly. Each separate activity was 
not timed in the manner prescribed. 
Different jobs were included in the 
same time measurement. For example, 
a clerk in the credit section examined 
the checks received every morning, made 
up remittance sheet§ and, as a distinctly 
separate activity, placed the date the 
checks were received. on the customers’ 
ledger cards. This was all grouped to- 
gether under the general description of 
“working on cash.” Typists did not 
specify which were form letters and 
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which letters were transcribed. A clerk 
in the adjustment section merely listed 
“9.12, Finding sales orders and answer- 
ing the telephone. 1-5, Spent most of 
my time in the accounting department.” 
In contrast, the adjustment supervisor 
attached a supplement to the Daily Ac- 
tivity Reeord, listing the names of each 
customer whose adjustment was com- 
pleted. 

A second meeting was held with em- 
ployees. The mistakes were discussed 
and the eorrect method for filling out 
the form was explained again. 

At the end of the first week we 
studied all the Daily Activity Records 
and discovered that most employees had 
four or five different, yet continuous, 
activities. Each classification of activity 
was then set up by columns on a Weekly 
Activity Register (Fig. 2) for each. em- 
ployee. The minutes consumed for each 
activity, each day, were listed. The 
items completed at different times dur- 
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Now eT Ezerase Onion Skin has been available for 
many years in White only. Now, due to the 


increased demand for a color in this popular 
Millers Fells typing paper we have added Canary, Cockle 
Finish, Substance 9. [Ezerase Onion Skin, 
White and Canary, possesses ONE feature that 
EZERASE sets it apart from all other thin papers — its 
erasing qualities. Its special, patented surface 
permits quick, clean erasing with no smudging 
ONION SKIN or tearing of the paper. A regular pencil 
eraser does the trick — mistakes brush off 
z A quickly and cleanly. Best of all when you 
is available im retype you can't tell where you made the 
correction. So, take the griping out of your 
typing use Millers Falls Ezerase Onion 
Skin, White or Canary and enjoy real typing 


pleasure. See back page for complete infor- 
mation on Ezerase Onion Skin 
and Bond Weights also. 


MAKE THE ERASURE TEST 













»— 
There is nothing, NO NOTHING, quite like 


Ezerase. Type a few words in this space and 
make an erasure with a regular pencil eraser. 
Retype — can you detect the correction? Here 
is real typing pleasure. 








[] Please send me a test packet of Ezerase Onion Skin 

5 containing 50 sheets each 8% x11 of both White and 
: Canary, Substance 9. | enclose 50 cents to cover costs. WANT TO TRY SOME 

[] Please send me a Free Sample Book showing the com- 
plete line of Millers Falls Ezerase. EZERASE ? 

Return this postage paid Post Card today 

- with 50¢ and get your test packet which 

dail sinaab OubabsTeeeawibk en tecnon deck pedessebinileausiMasinlinntncesesthubeinevescass contains 50 sheets each 8 x 11 samples 


of White and our NEW Canary, Substance 
eS ered COU stiesessssssseeslessessettersssssstasestscseseeseecessseseeee | Oe NOS? Ezerase on your own typewriter. 





SOTO E HH RHE Hee ee H eee eee tees Eeee eee eeeeseseses 
Cees eeeeeeeeesees 


This is a Sample of 
CRBC SMe ER A a aD | ER ER ; Millers Falls EZERASE Onion Skin 
CANARY, Substance 9, Cockle Finish 





, ET \ 2 a, 























Milles Falla EZERASE onion skin 


AVAILABLE AS FOLLOWS: 


84x 11, 17 x22, 22 x 34, White and Canary 
8, x 13, 17 x 26, 26 x 34, White only 
8Y, x 14, 17 x 28, 28 x 34, White and Canary 


Typewriter sizes wrapped or boxed 500 sheets and also 
available in attractive economical 100 sheet packets. 


BOND WEIGHTS — Sub. 13, 16 and 20 
Available in White only in the same sizes and packaging 
listed for Onion Skin. 

EZERASE EXTRAS 


Printed “COPY second sheets, marginal or diagonal, 
are available in size 8! x 11, White only, Sub. 9. 
LEGAL marginal ruled is available in sizes 814 x 13 
and 81/, x 14 in Subs. 9, 13, 16 & 20, White only. 





Ezerase is available to your printer and stationer through the country’s leading paper merchants. 


Ezerase is a product of the 


MILLERS FALLS PAPER COMPANY 
MILLERS FALLS, MASSACHUSETTS 














| Nekoosa Ledger is No. 1 on the paper parade with 


most bookkeepers! Its scientifically selected aa 

ee . . ee os. 2 59 sk your nter 0 
colors eliminate eye strain—and its “built-in paper merchant for 
strength withstands the wear and tear that results Nekoosa Ledger on 
from constant handling and machine use. With your next order ! 


special finishes for pen, pencil or machine, you'll 
work better on Nekoosa Ledger—one of the com- 
plete line of Nekoosa Papers for every office and 
every office need. 


OHeho 


Nekoosa Bond ® Nekoosa Ledger ® Nekoosa Duplicator 
Nekoosa Mimeo ® Nekoosa Manifold © Nekoosa Offset Fo my i= fee Ss 
Nekoosa Master-Lucent ® Nekoosa Opaque 
and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY e@ PORT EDWARDS, WISCONSIN 
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MILLERS FALLS, 





MASSACHUSETTS 





Insist On A Demonstration 


BEFORE YOU BUY — OR ARE SOLD 
ANY OFFICE COLLATING MACHINE 


0 


People in business, people you know, 
who have tusseled with the problem 
of collating for years, are ASTON- 
ISHED at the effortless operation of 
the NEW electric COLLAMATIC. 


It can be your pleasure too — to see 
the New COLLAMATIC — to examine 
for yourself, each finely engineered 
feature of the machine, and of its op- 
eration — to experience the touch of 
the Automatic Starter — to see the 
sheets collated in an effortless man- 
ner. 


It can be our pleasure to bring effort- 


less electrical collating to your office. 


Write TODAY for a demonstration or 
additional information. 


Dealers from Coast to Coast 


102-3 State Highway 23 


Wayne, New Jersey 
MOuntain View 8.2900 


S349 88236 


LOW COST 
| six models 


an ie fohZel ie} o) (=) 


New Jersey 


Model 1200 Console 


AUTOMATIC STARTER — Simply 


- touch to collate. 
MAGICFEED ROLLERS — Insure 
4 positive feed even to last 


sheet. 


FLEXIBILITY OF LINE — Your in- 
creased requirements pro- 
vided for by simply add- 
ing Units. 


221 BIN CAPACITY — A full ream. 
ae 


J 


REQUEST YOUR DEMONSTRATION — TODAY 


Please arrange a demonstration for 


Name 


{] 


[} Please forward literature to 





Firm 





Street 


City 




















At the end 


ing the day were entered. 


of the week the time for each activity 
was totaled and tied out to the total 
weekly time. The production for each 
activity was totaled. We then knew 


the number of hours per week for each 
activity and divided it into the produc- 
tion figures to ascertain the production 
per hour. 

We did not forget that each employee 
iad entered his own time and his own 
production. Before we set standards it 
was necessary to analyze'the accuracy 
of our figures. Although we knew that 
there were periods when some employees 
had idle time, while waiting for work to 
come to them, all the time listed on their 
Daily Activity Records was described as 
performing some duty. Each had natu- 
rally built up his own record to show 
and unrelenting industry. 
We knew that everyone’s Daily Activity 
Record was, to some degree, distorted. 


continuous 


For example, the record of the expe- 
diting clerk in the adjustment section 
showed a lot of entries and a lot of 

His three main activities, 
were searching for sales  or- 
typing duplicate and 
making photocopies of claim documents. 
Hlis record showed an average daily 
production of 15 sales orders located, 
four invoices typed, and three photo- 
We didn’t know whether 
or not the number of items completed 
constituted a good job. We knew that 
work was coming in than was 
going out and a backlog was developing. 
Maybe it wasn’t his fault. Maybe we 
needed another expediting clerk. How 
could we find out whether the number 
of items completed daily was above or 
helow the standard? How could we find 
the standard? 


activities. 
however, 


ders, Involees, 


copies made. 


more 


For a few days we studied the num- 
ber of letters and telephone calls that 
necessitated finding the 
The credit manager took over 
the expediter’s job and spent two full 
days looking for orders. We discovered 
the orders were difficult to find. We 
also discovered that, regardless of the 


sales 


original 


orders. 


<«<— For More Information Circle No. 401 


difficulties, an average per day should 
produce 30 instead of the 15 the expe- 
diting clerk had been doing. In faet, 
the credit manager found 40 orders per 
day, but we made allowances for his 
greater experience. We gave the chore 
of typing duplicate invoices to a be- 
ginning typist and discovered that the 
time allotted to three duplicate invoices 
per day was far too lone. We could 
now make our standard and measure 
his time and production against it. 
Obviously, his work was sub-standard. 

We did not let it rest there. We had 
measured his work and we had found 
it below normal. Now the question was, 
“Why?” He was a bright young man 
and the work was certainly not beyond 
him. We found that the expediting 
clerk was dissatisfied with his job and 
wanted to be a salesman. We decided 
to give him a chance and promoted an 
office boy to expeditor. The former 
expeditor has shown great aptitude for 
sales work and we think that eventually 
he is going to be one of our best sales- 
men. 

Although some employees were very 
conscientious workers, they did not have 
enough work to keep them busy. For 
example, the sales order registration 
number clerk (whose duty it was to give 
a number to each order and to 
record certain sales information on the 
customer’s card) had busy periods dur- 
ing the day when the mail arrived, and 
slow periods at other times. We had 
presumed that this was normal pro- 
cedure and had so accepted it. When 
we measured her work we found the 
total orders were averaging about 120 
daily. This meant that each order was 
taking 314 minutes. One evening after 
work we timed the numbering and re 
cording of 120 orders and found it could 
be done in about four hours. She was 
taking a full day to do work that should 
have taken only a half-day. Of course, 
this wasn’t her fault. She had merely 
accepted the usual routine as we had 
previously accepted it. Now we hold 
all orders for one day and have them 


sales 
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Week Ending Dept. 


WEEKLY ACTIVITY REGISTER 


Name 











MAKING UP 
REMITTANCE 
SHEETS 


KEYING OFF 
TO CUSTOMER 
STATEMENTS 


CUSTOMER 
CONTACT 


ADJUSTMENTS 
RELATIVE TO 
KEYING OFF 





HOURS | ITEMS |] HOURS | ITEMS 


HOURS HOURS 





70 100 


80 90 


50 


60 


40 

















| 

















:40 05 


215 25 


1:55 15 














done in the morning, giving her a half- 
day to help with collection letters in 
the credit section. 


In the case of a clerk-typist, her nor-— 


mal day’s activities consisted of dicta- 
tion (she was also a beginning stenog- 
rapher), typing from notes, typing form 
letters, filing credit reports and analyz- 
ing simple customer accounts. She was 
a new girl in this department and when 
we measured her work we found that 
her week’s production was at a mini- 
mum. We knew it was a minimum and 
not a normal day’s work for a new girl 
because we compared it with that of 
another clerk typist who was more ex- 
perienced in dictation and typing but 
not so much more that her production 
should have been twice that of the new 
girl. The time filing credit reports and 
analyzing customers’ accounts was com- 
pared with another employee's activi- 
ties. Everything was below the pro- 
duction of the others, making due al- 
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a 


Fig. 2. The weekly activity record summarizes the worker's week. 


lowances for experience. 

By studying her Daily Activity Ree- 
ord, we discovered that on some days 
she produced more than on other days 
—her typing was faster and her filings 
numerous. Why did she produce 
more on certain occasions but have a 
poor overall average? We could have 
arbitrarily declared that her standard 
should be her best day’s work (which 
we did with some other employees). 
However, after sitting down and talking 
with her, we discovered that on those 
days when she was given dictation she 
became so rattled that her whole day’s 
work suffered. We changed from verbal 
dictation to a machine, measured her 
production again and found it to be 
very much improved in every activity. 

In the adjustment section, merely 
measuring the work ‘completed had no 
significance. We didn’t know if ten or 
20 adjustments should be the normal 


(Continued on page 134) 
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Right across the U.S. it’s Borroughs 


Industry is fast discovering Borroughs Unitized flexi Steel Shelving. No shelving is easier to assemble 
and install. (*Each individual unit is complete in itself ..no part depends on the unit next to it.. 
any unit or shelf can be moved independently.) No bolts or nuts are needed to assemble shelves. 
Investigate the many other practical and economical advantages of Borroughs Unitized flexi Steel 
Shelving before you buy any type of shelving. 


send for new 32 page catalog 


Borroughs industrial shelving installation 


Borroughs ledge and door shelving instal- 
at the General Electric Construction Ma- 


lation, mimeograph supply room, State of 


California Personnel Board at Sacramento. 


Borroughs closed shelving installation at 
the S. S. Kresge Co. retail store, Midland, 
Michigan. 


terials Division Warehouse in Chicago. 


Borroughs double faced open shelving in- 
stallation at Charles Scribner’s Sons, pub- 
lishers, New York City. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 
3010 NORTH BURDICK ali KALAMAZOO, MICHIGAN 


For More Information Circle No. 129 
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That Idea’s No Good... 
We Tried It! 





. 


d 




















B. W. ELSOM 
Director of Employee Services, Boston Store, Milwaukee 


OW many suggestions are turned 
down by executives because once, 
maybe years ago, a similar plan 

was tried unsuccessfully. Of course, we 

learn by our experiences, and “We have 
tried it” may be a valid reason. How- 
ever, there are several things to be con- 
sidered before you turn an idea down: 

1. Maybe conditions aren’t the same 
now as they were when you tried it be- 
fore. 

2. Maybe it didn’t really have a fair 

the other time. 

Maybe you could give the idea a 
new twist so as to make it successful 
now. 

Almost suecesstul invention 
failed on first trial. They all had to be 
re-worked and re-studied, and changes 
had to be made before they proved suc- 
cessful. Think of the long record of 
failures that occurred before the present 


every 
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development of the airplane, the auto 
mobile or the electric ight was reached! 
Some men have an immediate reaction 
when confronted by a new idea, “It 
won't work!” They can think up a 
dozen reasons why it will fail. These 
are the fellows whose “think-tank” bears 
a sign, “No Admission.” They don’t 
want to be disturbed by new ideas or 
new methods—the old 
enough for them. 
Luckily for the world, there is an- 
other type of man whose brain bears 
the sign ,““‘Weleome—Come In.” He wel 
comes new ideas and new methods. He 
says, “Why not try it out? It sounds 
like it might work.” This is the kind 
of man who brings progress to an or- 
ganization and to the world. Try to get 
into the “Weleome—Come In” 
Keep our minds always open to sug 
better hetter 


wav is. good 


class. 


vestions methods a 


world! 
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TRADE-MARK ® 


PAPER CUTTERS 
PAPER DRILLS 
PROOF PRESSES 


Supplement your printing or duplicating 

PAPER DRILLS facilities with Challenge time-saving equipment. 
Bh gM: By enabling you to do your own paper cutting, 
a drilling, and proofing right in your own 
shop, Challenge helps eliminate the cost of 
outside ‘‘paper work'’. Saves you money on 
office forms, price lists, catalog sheets, direct 
mail, etc. And Challenge equipment is so easy 
to handle your present office boy or girl can do 


the job .. . quickly, economically, efficiently! 





Dealers in all 
PAPER CUTTERS Principal Cities Mail coupon 
11 models —7 sizes. Bench, for specific 


floor, semi-hydraulic, and full- | information. 
hydraulic models. 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


S Send details as checked below: 


(CD Paper Cutters (] Paper Drills 
J Proof Presses (] Paper Punches 


NAME 





FULL ADDRESS. 








PROOF PRESSES 
Full selection of 5 
styles — 5 sizes. 800 
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TRADE MARK 


to bring you today’s new 
writing tool for the office 


Leading firms across the country 
are equipping their offices with 
the new VELVET ball PEN.cil 
because: 
¢ it combines best features of 
pencil and ball point pen 
wood barrel has lighter, com- 
fortable feel of a pencil 
improves record keeping, lowers 
costs, raises efficiency 
no point to break, wear down 
or sharpen 
finest ball point mechanism 
nothing to press, click or turn 
ink supply lasts for months 
3 styles for every writing job. 
¢ Regular. For all general pur- 
pose writing. $3.00 per dozen. 
¢ Super Fine. For extra-fine writ- 
ing. $4.20 per dozen. 
e Liquid Velvet. For 
fluid ‘‘lead pencil’ 
writing and erasabil- 
ity. $3.25 per dozen. 
Order from your com- (f \ HT 
mercial stationer 
today! 


VELVET 
ball /# ¥-cil 








Buy the economical dozen packs 


VELVET 
ball PEN-cil 


nothing writes like 


©1956 Prices slightly higher West of Rockies 
AMERICAN PENCIL CO., HOBOKEN, N. J 


For More Information Circle No. 274 


114 





WHY WORK 
MEASUREMENT 


PROGRAMS FAIL 


EDMOND W. McNAMARA 
Systems & Procedures Supervisor, 
Bassick Co., Bridgeport, Conn. 


ORK MEASUREMENT as a tool 
of modern office management has 
come of age during the past five 
years. With the exception of the spec- 
tacular development in the field of elee- 
tronic data processing, perhaps no tool 
of management attracted more atten- 
tion. After reading the success stories 
written about those who pioneered in 
work measurement, many companies 
looked to it as a cure for their clerical 
cost problems. Some companies plunged 
into work measurement programs. As 
we look back on the past five years, we 
find ease histories which recite signifi- 
cant savings in clerical United 
States Steel Corp., one of the pioneers, 
reported a savings of $1 million, in 
clerical during 1950. There are 
similar success stories that could be told 
in other American industries. 
Notwithstanding the tremendous 
achievements made by some companies, 
there are sadder stories that haven’t 
been published. Many companies who 
siezed upon the work measurement tech- 
niques as a cure-all learned to their 
keen dismay that it was no cure-all. 
After investing much time and money: 
they faced the reality that the program 
was not going to achieve the promised 
objectives. They soon dropped the pro- 
gram, wholly or partially. Here is how 
one manager summed up his c¢om- 
plaints: 
“You 


costs. 


costs 


standards and you 
ean keep track of production on cer- 
tain repetitive operations. But actually, 
there aren’t too many jobs like this in 


have good 


most manufacturing company offices. 
Even so, every once in a while some- 
body gets the bright idea to work on a 
very broad program of work standards. 
We spent a small fortune not so long 
ago on a high-priced consultant who 
1956 
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Your key 


to complete 


photocopying 


satisfaction! 


Photocopying equipment and the copies 
it produces are as different as the variety 
of subjects it copies. Only one line carries 
the time-honored name of “PHOTOSTAT” 
. . . the registered trademark of PHOTO- 
STAT CORPORATION. 


Together with the splendid MICRO- 

TRONICS Microfilm Equipment which we 

manufacture, the large family of PHOTO- 

STAT Photographic Copying Equipment 

and Paper now available is designed to open 

the door, for every user, large and small 

alike, to the best there is in photocopying, 

on both paper and film... the accepted 

Write us. . . without any obliga- modern method for making and preserving 

tion. Your inquiries will have our economical, error-proof copies of anything 
prompt and interested attention. printed, written or drawn. 


What’s more . . . expert advice as to 
PHOTOSTAT is the trademark of PHOTOSTAT corPoRATION What is best for your needs is yours for the 
asking from our repres ntatives located 


i H 0 T 0 S T A T throughout the United States and in Canada. 


299 STATE STREET, ROCHESTER 14, NEW YORK 
C 0 R P 0 R A Tl 0 N Offices in principal cities and Toronto, Canada 
For More Information Circle No. 128 
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A New Calculator 
Brings AUTOMATION Out 
of Blue Sky, Onto the Desk 


The future is now. The Automation 
desk figuring machine is here. Clip 
hours from each day’s figure work- 
slash dollars from overhead. 

We refer to the new Monro-Matic 
calculator. Totally automatic, this 
compact single-keyboard machine 
actually controls itself, once you touch 
a key. Automation gives split-second 
answers to simple or complex 
computing problems. 

Today's operators who know prefer 
Monroe. Vigilant executives regard 
Monro-Matic as a preferred 
investment, assurance against 
obsolescence for years to come. 
Monroe Calculating Machine Co., Inc. 
Home office: Orange, New Jersey. 
Branches across the nation. 


See The MAN from 


Functional-Color Controls. Green contro! 


keys to multiply, red to divide. Only one of the Age, ' 
speed exclusives that Monroe’s sweeping new fee” 


principle brings to figure work. 


for Calculating - Adding - Accounting Machines 


For More Information Circle No. 108 
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went over our sales operations from A 
to Z. Not too long afterwards, the pro- 
gram—or most of it—fell of its own 
weight. It was too complicated and too 
many people spent too much time figur- 
ing out how much work we were doing. 
That consultant’s name is no longer 
used around our place.” 

Of course it is easy, and natural, to 
‘blame the consultant. But without at- 
tempting to excuse the consultant who 
oversells work measurement, it must be 
observed that there are many reasons 
why work measurement programs fail. 
Most of them can be traced right back 
te management itself. Failure of a work 
measurement program in a given com- 
pany is likely to be due to one or a 
combination of the following: 

1. Unsound management philosophy. 

2. Unbalanced application. 

3. Poorly qualified or improperly 
trained analysts. 

4. Weight of local administration. 

5. Premature application. 

Work measurement is a tool. The use 
that is made of such tool depends en- 
tirely on management discretion. Its use 
is a reflection of a management’s phi- 
losophy towards its office function. The 
work measurement tool can be used 
irresponsibly as a whip to urge, or even 
compel, ever increasing production. In 
these circumstances, especially if not 
coupled with an incentive plan, it is 
doomed to unfavorable employee reac- 
tion and eventual failure. It requires 
excessive supervision, tends to inerease 
the personnel turnover rate, and affords 
a strong argument for the proponents 
of unionization of the office worker. 

The tool can be used as a planned 
basis to reduce clerical staff where ex- 
cess staffing is known, or presumed to 
exist. This approach may be preferable 
to the traditionally arbitrary method of 
cutting staffs across the board on a 
percentage basis. However, its main 
weaknesses are twofold. First, since it 
presumes that clerical staffing is on the 
excess side, management is prone to set- 
tle for nothing less than reduction. See- 
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An easy way fo keep fully 
informed of new developments 
in data processing 


DATA PROCESSING DIGEST is a monthly digest 
of the most significant current articles in the 
field of automatic data processing, selected from 
trade publications, conference reports, profes- 
sional group proceedings and books. 
Recent issues of DATA PROCESSING 
DIGEST have covered these subjects: 
Description and operation of electronic clerical 
data processing equipment, 
Typical applications in business and industry, 
Electronic clerical system design, 
Practical developments in scientific managerial 
decision-making, 
@ Seminars, conferences, training programs. 


. You get the key ideas of the articles with complete 


references for only a few minutes’ reading time. 


Start your 
subscription 
with the 
current issue. 
12 monthly 
issues, 
$24.00. 


Free Copy of Current Issue! 


We are so sure that after seeing a 
copy of the current issue of Data 
Processing Digest you will want 
to receive it every month, that we 
will send you a copy of the current 
issue absolutely free. Send us your 
address today. 


CANNING, SISSON AND ASSOCIATES 


914F SOUTH ROBERTSON BLVD. 
LOS ANGELES 35, CALIFORNIA 
For More Information Circle No. 271 





YOU GET THINGS DONE 


BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations — spot- 
lighted in color. You see what is happening. 
Saves you time, prevents errors. Simple and 
Flexible. Easy to operate. Write on cards and 
snap in grooves. Ideal for Production, Sales, 
Scheduling, Inventory, Etc. Made of metal. 


Compact and attractive. 


Full Price $4g50 with Cards 


FREE 24-PAGE BOOKLET NO. F-500 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
For More Information Circie No. 285 
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| OTRYTHIS EVANS GATHERING RACK @ | 





t Evans Specialty Co., Inc 
3084 Evans Building 
B 1800 E. Grace St. 
a Richmond 23, Va. 
£ Let me see for myself how one person can 


collate 3,500 pages per hour on a rack cost- 
ing from $10 to $25 retail. 


4 Name 


* Address { 


ee ee ee eee Se ee 
For More Information Circle No. 286 


No obligation. 
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| diffieult 


| operating 
| of clerical activity 


| use of 


| treatise 


ond, because it is used to cut the staff 
it becomes a one-shot proposition that 
has little lasting effect. 

On the sounder 
ment ean be 
supervisory 


side, work measure- 
used as a technique for 
training. Unquestionably a 
supervisor, who has subjected to 
work measurement in his department, 
is more conversant with the detailed 
workings of his department than is the 
supervisor who has not had the ex- 
perience. Furthermore, work measure- 
ment know-how furnishes the super- 
visor with means to evaluate records 
and reports prepared in his department 
in terms of manhours. It introduces 
possibilities for work simplification and 
methods improvement. However, when 
used in this manner, the emphasis is 
off of work measurement and it becomes 
merely another tool in the kit of office 
management. Any attempts to show 
economic justification for work meas- 
urement when used in this manner is 
indeed. 
More intelligently 
work measurement 
used to 
proper 


been 


than the above, 
ean, and should, be 

determine scientifically the 
levels of clerical staffing and 
efficieney for varying levels 
as evidenced by the 
volume of paperwork processed. This 
is the only use that is strictly compati- 


| ble with the coneepts of true scientific 


managenient. It 
soundest outlook. 


is unquestionably the 
It should underlie the 
work measurement standards. 

In theory and in practice, certain 
clerical functions are more susceptible 
to measurement than others. An entire 
could be devoted to the discus- 
what to measure. In practice, 
the implications of organizational poli- 
tics bear heavily on the decision of who 
and what to measure. The work meas- 
urement analyst must often walk a 
tightrope between executives pressures 
for exemption in certain areas and ex- 
ecutive demands for economic results. - 
Unfortunately the decision of who to 
measure is not always left to the ana- 
lyst who is the most impartial party 


sion of 
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So easy..So quick ..So smart! 


DO YOUR OWN 


| id WM 
BINDING 


VAVIUUL TEED ETE 


SAAANAAANALUIAAIA LALA w 





Compact—Portable—Low-Cost—Always Ready to add 


prestige appearance to: 
@ PORTFOLIOS € PRESENTATIONS 
@ SALES MANUALS @ SAMPLE BOOKS 
@ FINANCIAL STATEMENTS @ CATALOGS 
@ PRICE LISTS . SWATCH BOOKS 
@ CALENDARS @ BROCHURES @ CHARTS 


Sold and serviced by your nearby 
PLASTICO LICENSEE. Write today 
for his name and address. 


Now you can add distinction and con- 
venience of genuine Plastico Binding to 
any piece of literature — right in your 
own office! Two simple operations com- 
plete Plastico binding in minutes... 
let you make a “masterpiece” edition 
of a few copies or hundreds. 


ONLY genuine PLASTICO BINDERS 
have “Arch Design” for added 
strength and beauty! 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St. 
Chicago 5, Ill. 


15 W..24th St. 
New York 10, N. Y. 


For More Information Circle No. 177 
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Here’s the Duplicator that 
out-performs 
them all! 











eae SRR 


ARGI* SET = 
W VE Wii ZG pif |!| ih wn ASS 


...a really major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 

duplicator with a position control that raises or lowers the 

copy from a small fraction of a line to a full seven lines— 

“LIFT-OUT” Rollers... onother Copy-rite makes even hair-line registration easy—incorporates a visible 

development! Just turn the pressure release indicator which shows the “‘setting’’ at all times—shows how 
to the “off’’ position ond “lift’’ out one or ° ° 

oll rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 

godgets of any kind required! position—can be changed even while the machine is operating— 

Roi eee nite operates at the touch of a finger but which “locks” in place 


Copy of automatically. 
Durch! 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 
value! Write on your letterhead . . . TODAY! 


WOLBER opupuicaror & suppty co. ae ae ane 


1217 CORTLAND STREET + CHICAGO 14, ILLINOIS $157.50. All prices plus tox F.0.8. 
Factory 


For More Information Circle No. 22S 
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volved. He is ofen prevented from | 
ipplying work measurement to a given | 
lepartment because of deference shown | 
hy one executive to another. In such | 
environment of dual standards, bar- 
mony isn’t nurtured. Interdepartmental | 
bickering thrives. Flaunting of special 
privilege on the one hand and dissen- | 
flon sprung trom resentment on the 
other grips the workers involved. Work 
measurement in these cireumstaneces is 
certain of one end result—failure. 

If work measurement is new on the | 
American business scene, so too is the | 
presence of analysts in the manage- | 
ment family. Analysts are few in num- 
ber, truly qualified ones are rare. The | 
qualifications for a work measurement 
analyst are many and varied. Perhaps 
the simplest way to state it is to say 
that the work measurement analyst 
must have all the technical and person- 
ality qualifications of the systems man 

plus specialized training in the me- 
chanies and the application of standard 
time values to clerical work. In facet, 
many ot the present day analysts are 
transplantees from the systems field. 
But this is a very limited source of ana- 
lysts because until recent years the sys- 
tems function has been overlooked, with 
the result that there is a searecity of 
qualified systems people in business. 

With this shortage of trained work 
measurement analysts on the labor mar- 
ket, most companies have been forced 
to recruit from within their own ae- 
counting, office management or systems 
personnel, and have a management en- 
gineering firm train them in work meas- 
urement. This is time consuming and 
alarmingly expensive. It tends to bring 
about accelerated training programs 
which leave much to be desired, espe- 
cially in the management aspects of 
work measurement. 

Ill equipped analysts, unversed in 
work simplification and lacking overall 
perspective, are unable to prevent work 
measurement from growing into a 
colossus of complicated administrative 
reports. 
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ee 


PIT 


KEE 


DESTROY OLD FILES, VITAL 
_ RECORDS, CONFIDENTIAL PAPERS © 


sis 


| Pep 1 
of] FAST+ SAFE 
<< \< PORTABLE! 


> —.\) Add filing space by 
Ss destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable '/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Hind Video’ 


103 MILL ST. + SALEM, OHIO 


For More Information Circle No. 272 
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What’s a woman’s hat 
got to do with 
increased typing 
production? 





The lady’s hat weighs about two ounces. 

All right. It takes less weight than this 
for your secretary to depress one key of the 
new Royal Electric. It only takes three 
ounces to press the carriage return key. 
Therefore, it is 13 times easier to do these 
jobs on the new Royal Electric than on a 
non-electric typewriter. 

This means a typist can get a lot more 
work done in a day. And like it. It’s better 
work, too—clean-cut, even, good to look at. 

Why not talk to your Royal Representa- 
tive? When he knows secretaries’ salaries, 
days worked per year, hours typed per day 
and production rates, he can figure out with 
you the savings you may expect. 


GYAL electrics 


standards « portables « Roytype® business supplies 





The Royal Typewriter Company, Division of Royal McBee Corporation 
For More Information Circle No. 143 
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PEC 


“MATIC” 
means INCREASED 


OFFICE EFFICIENCY 
...autoMATICally 


DUO-MATIC 
POSTING TRAYS AND 
STANDS .. . Tray 
models for sheet sizes 
from 7” x 11” to 
12” x 12”. Stands 
available in skeleton, 
fully enclosed or 
Filing Drawer 


with 


PORTA-MATIC 
Trays available in 
12”, 143%", 18", and 
2334,” lengths and ten 
widths from 5” to 17” 
Lightweight . 

Portable 


TILTO-MATIC 


For payroll and other records 
requiring small capacity 
containers. Five sizes. 


V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight sizes. 


Write for 
Prices and literature ~) "ff 


POSTING EQUIPMENT CORP. 
1026 Niagara St., Buffalo 13, N. Y. 





Canadian Representative: J. J. Carter | 
Agencies, 901 Yonge St., Toronto 5, Ont 


For More Information Circle No. 270 
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to 
measurement 


other ideas coneeived 


Like 


reduce clerical COSLS, work 


many 


programs become an item of cost 
which slowly but eventually defeats the 
very purpose 
Work measurement standards can be de 
veloped and applied at five different 
levels. The standards can be geared to 
the function level. They can be applied 
at the activity level, or the operation 
level. lt 
desired, they 
step by step 
tion) level. 

the element level. 

But it is important 
level to operate In a 
This depends largely on the philosophy 
embarking 


for which it is conceived. 


measurement 1s 
apphed to the 
(subdivision ot opera- 
Or they ean be applhed at 
Each has its place. 
to decide at which 
company. 


more exact 


can be 


given 


the reneral 
the 


and purpose in 


on program. 

Many ot the package deals, sold by 
management engineering firms, predict 
results. They themselves 

depending for their 
the use of elemental 
many companies have 
administration of 
elemental, hairsplit 
Because 


spectacular 
fascinating, 
on 


Yet 


are 
faseination 
standards. 
found that the 
a program using 
ting standards, is prohibitive. 
procedures are always undergoing 
change, the task of applying work 
measurement standards to all procedural 
changes can to be insurmountable. 
The attendant disruption to operations 


cost 


get 
can become chaotie. 

measurement 1s a con 
integrated 
ot the 
It soon gives 


Because work 
trol too, it is usually 
the sphere of authority 
troller or budget director. 
birth to progress reports, percentage 
comparison reports, and the entire 
gamut of controllership accounting. The 
weight of such developments can bring 
about clerical expense that will nullify 
any measurable clerical savings brought 
by tlhe application work 
measurement standards. The clerical 
setup required to carry out report-heavy 
administration can expand to a point 
where work measurement of the work 
measurement group is needed. 


into 


von 


about ot 


Perhaps the biggest cause tor fail- 
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i 
Back and forth across 
) Mr. Geissinger’s desk flows 





















‘20 minutes of 
Veritax Copying saves a 


whole day of typing’ 


a tide of correspondence from 
the metal parts manufacturers 
he represents, and from his customers 
and salesmen in eight states. 

Inquiries, specification sheets, blue- 
prints, estimates, quotations—all must 
be copied for the office record and dis- 
patched immediately. 

Retyping was a costly bottleneck. 
But, now, a $240 Kodak Verifax Copier 
speeds communications to a remarkable 


i degree, paying for itself the very first 


month on savings in retyping, alone. 

In just 1 minute, 5 copies can be 
made of any record for only 2% cents 
each. In 20 minutes, the daily output 
of a skilled typist is matched. 


Even more important than the dollar 


a or 
srw 


’ 











Name 


Mr. Reece Geissinger, 
President, Reece 

Geissinger Associates, 
Pittsburgh, Pa. 


a 


\-—-———————- MAIL COUPON TopaY ——————————;; 


Eastman Kodak Company 

cs Business Photo Methods Division 
tig 343 State Street, Rochester 4, N. Y. 

Please send free copy of “New Time-Saver, 

New Idea for Every Office.” 


savings is the fact that Verifax copies 
are photo-exact .. . eliminate proof- 
reading and costly mistakes. 

New free booklet shows how Verifax 
copying is cutting costs in thousands of 
offices . . . contains many valuable tips 
for boss, secretary, office staff. 

Price quoted is subject to 
change without notice 
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=SPEEDS 
FILING 


and 


FINDING 


STENCILS, 
OFFSET 
NEGATIVES 
& MASTERS 


VERTICAL FILES 


Filing capacities from 100 to 1000 units, 


Easiest way to file — fastest way to find your 
stencils, offset negs and masters. Patented 
MIM-E-O Spring Clips hold 2 negs or masters 
on each hanger — save space — identify con- 
tents at a glance. Vertical hanging prevents 
marring, curling, damaged edges. Scientific 
ventilation prevents corrosion. The MIM-E-O 
Filing Method eliminates wasteful duplica- 
tion of preparatory work — saves your origi- 
nals for low-cost, perfect re-runs. 


Models to file A. B. Dick No. 350, Multilith 
No. 1250 and 2066, Davidson No. 241, No. 
251 and No. 233. 


os A\< EASY TO FILE 
res | 


© 
eos 
Patented Spring 
Clip Hanger 


Holds 2 stencils, 
negs or masters. 





Find by Angl 
ae EASY TO FIND /N 


WRITE TODAY FOR FREE ILLUSTRATED BROCHURE! 
MIM-E-O. STENCIL FILES CO. 
1219-21 W. Chestnut St: e Chicago 272, Ill. 


300 Distributors . . . coast to coast to help you 
solve your stencil ar offset filing problem. 


For More Information Circle No. 287 


ure of work measurement in many com- 
panies is premature application. The 
old adage, “there is a time and place 
for everything,’ applies most definitely 
to work measurement. It is a tool of 
office management. It deserves a prom- 
inent place in the management tool kit. 
But it must be used with discretion. 
It has its proper time and should not 
be used until the time is ripe. 

Two basic responsibilities of office 
management are to determine (1) just 
what clerical work must be done to sat- 
isty management, customers and gov- 
ernment; (2) the best possible way to 
accomplish the necessary clerical work. 
Only after these two have been estab- 
lished is a company in a position to use 
its work measurement tool. Too many 
companies, scrambling for ways to 
lighten their clerical burden, reach for 
work measurement before they have 
given serious thought or concrete ac- 
tion to the establishment of clerical 
requirements and proper methods. They 
hope that work measurement will be a 
short-cut, but they find that there are 
no short-cuts. Work measurement will 
bring out glaringly the need for estab- 
lishing requirements and proper meth- 
ods. It will be its own evidence of 
its prematurity. And like all prema- 
ture effort, it will die aborning despite 
yeomanly attempts to keep it alive. 


Linen Services 
Designed for Offices 


HEN employees’ likes and dis-§ 
likes are reflected in management 
decisions on office services used) 
by employees, morale improves and ef4 
ficiency rises. Have you ever askedj 
employees whether they prefer cottom 
towels in the washroom? Whether they 
would like to be provided with attrac 
tive washable smocks and office coats® 
Linen suppliers offer several service 
that have met with approval of offic 
employees. Their complete washroor 
service, which includes individual clot 
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The same meter mails 


letters and packages! 


A postage meter prints postage as 
you need it, for any kind of mail. A 
whole day’s outgoing letters can be 
stamped and sealed in a few minutes. 

For parcel post, the meter prints 
postage, and a dated postmark, on 
special tape—saves the time spent in 
separating stamp sheets, selecting the 
right assortment of stamps, moistening 
and sticking. Avoids overtime. Reduces 
sharply your cash in postage inventory. 
And it usually saves postage costs. 


PITNEY-BOWES ° 


Postage 


The meter is set by the postoffice 
for as much postage as you want to buy. 
Your postage in the meter is protected 
from loss and damage—and automati- 
cally accounted for on visible registers. 

There’s a meter model, hand or 
electric, for every business, large or small. 
Ask the nearest Pitney-Bowes office for a 
demonstration, or send coupon for a free 
illustrated booklet. 


FREE: Handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder. 
ae | 

ene pOsTAct 

sae) U >" ms 
Ae ONS BH 
A£\: os 4 
> pare A O03" 
« Pon lr 
<ufquaet }e 


PitNEY-Bowes, INC. 
3413 Paciric Sr.; STAMFORD, CONN. 
booklet, 


Meter 


Offices in 94 cities 
in U.S. and Canada 


Please send free Postal Rate Chart to: 
Name 


Address 
For More Information Circle No. 280 
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MANPOWER, INC. ror 


TEMPORARY HELP 


TYPISTS ¢ STENOS 
GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 


We are not an employment agency. 


inc. 


1ZED LEADER IN THE 
ARY HELP FIELD 


MANPOWER INC. OFFICES ARE LOCATED IN: 


Allentown 
Atlanta 
Baltimore 
Boston 
Buffalo 
Chicago 
Cincinnati 
Cleveland 
Columbus 
Denver 
Des Moines 
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Detroit 
Evanston 
Hammond 
Houston 
Indianapolis 
Jersey City 
Los Angeles 
Milwaukee 
Minneapolis 
Newark Pittsburgh Seattle 
New Haven Portland Sherman Oaks 
For More Information Circle No. 125 


New Orleans 
New York 
Niagara Falls 
Oakland 
Oklahoma City 
Omaha 
Patterson 
Philadelphia 
Phoenix 


Providence 
Racine 
Rochester 

St. Louis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 


THe OFFice 


OVER 65 offices 
Coast-to-Coast 


South Bend 
Springfield 
Syracuse 
Tacoma 

Tampa 

Toledo 
Waterbury 
London, England 
Paris, France 
Havana, Cuba 
Johannesburg, S.A. 
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owels or continuous towel cabinets, has 
idvantages for both employer and em 
ployees. This is also true of the wash- 
able smocks for women and cotton 
coats’ Tor men, a linen supply service 
that is gaming in popularity. 

People prefer cloth towels because 
they use cloth towels in their homes. 
They feel better (and work better) 
when they find their preference re- 
flected at work. 

Employees appreciate smocks and 
office coats because these attractive, well- 
fitting garments protect their own 
clothing on the job. Such protection, 
while cutting down on the wear and 
tear of the emplovee’s clothing, also 
reduces laundry and dryecleaning. bills. 
Office managers cite such a saving as 
another “fringe benefit”? to help sell the 
prospective employee on the advantages 
of working ,m an olfice that supplies Surveys show that 98 out of 100 people will 
such a service, wash their hands if a cotton towel is supplied. 
Remove it, and only 3 out of 100 will wash 
fer many advantages other than those their faces. Keeping offices supplied with 


of improved office morale and better towels is a major activity of linen suppliers. 


The services of the linen supplier of 





The ROL-RACK 


with FIVE FEET of Shelf Space! 
few of the hundreds of users of 


ROL-RACK 


Bethlehem Steel Co. 
U. S. Government—U. S. Veterans Hospitals 
Continental Assurance Co.— 
Reuben H. Donnelley Corp. 
Armstrong Rubber Co.—Esso Standard Oil— 
Western Felt Works—Fairchild Aerial 
Surveys Inc.—Anchor Casualty Co. 
New York City Bar Association, 
Schools, Libraries, Lawyers, etc., etc. 
Sturdy and Durable | 
Made of choice selected |'/4" solid:maple. Slop- | 
ing shelves angled for title reading, doweled © 
and bolted to insure durability. Side-riveted &% 
swivel casters by Bassick with resilient rubber, 
tires which roll smoothly with a full load. 


ae 
Nat 

Dimensions: 32" long, 13" deep, 31" high 

13" between shelves $4950 
Satin Walnut Finish or Natural wood Finish. 
Manufactured to sell for $69.50, mass produc- PL ite ng’ 
tion makes possible this LOW LOW price of Weight 49 Lbs. 
HEARTHSIDE INDUSTRIES—A Division of The Grolier Society Inc. 
2 West 45th St., New York 36, N.Y. Attractive Dealer Franchises Available 
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Reduce Cost... 
Prevent Damage 


with “Vibrating” 


ENVELOPE 
JOGGERS 


Automatically align contents of 
envelopes for fast, clean opening 
by manual or machine methods. 
Jogger loosens and shakes down 
envelope contents in a few seconds 
—speeds office procedure. 


Write Today for FREE Catalog 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 
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employee-employer relations. With lin- 
en supply you make no investment. At 
no time do you tie up funds in supplies 
or equipment. The only charge made 
by the linen supplier is for the amount 
of items actually used. 

Linen supply service in the wash- 
room helps reduce your janitorial la- 
bor costs. Labor is the most important 
item in washroom maintenance costs, 
sometimes accounting for as much as 
90% of the total. (Supplies rarely 
run over 10%.) With linen supply 
there is no need for the frequent empty- 
ing of wastebaskets filled with used 
paper towels. (The fire hazard result- 
ing from this condition is also elim- 
inated.) Less litter accumulates on the 
floor, paper towel cabinets need not be 
filled, and storage space, formerly used 
for eartons of paper towels, is saved 
for some other useful purpose. The 
washroom always looks neater, too. 

Complete linen washroom _ service 
helps to simplify the accounting prob- 
lems that arise in connection with find- 
ing all the costs of washroom main- 
tenance. The linen supplier’s bill con- 
tains all the washroom supply costs. 
There are no entries for purchases. 
Deductions for tax purposes are made 
easier, and theer is no searching for 
extra labor costs connected with the 
stoppage of sinks and toilets caused 
by discarded towels. 

Another advantage of cloth towels 
service is their use helps reduce chap- 
ping on the face and hands. The 
organisms of some disease, such as der- 
matitis, are spread by entering tiny 
breaks and abrasions in the skin, which 
result from chapping. Thus, by the 
use of cloth towel service you help 
to reduce the spread of some skin 
diseases. 

Medical authorities agree that clean- 9 
liness is an important factor in reduc- § 
ing the spread of many common di- 
seases which increase office absenteeism. 
Several such diseases are communicated § 
by touching germ-laden hands to the 
mouth. It is thought that both the 
common cold and influenza may be 
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Eee 
PULL OUT Style 


EFFICIENT 


ECONOMICAL 


IMMACULATE 


Speed up... Clean up... all typewritten 
copies with wonderful Huron Copysette 
Typed copies are cleaner, sharper, and are 
more uniformly legible throughout A com 
plete unit, ready-to-use, with carbon and 
second sheet already aligned ... no time 
lost separately counting carbons and second 
sheets and then aligning them 


Simplicity of use and smudge-free 
characteristics make Huron Copy- 
sette a pleasure to work with and 
boosts office morale wherever it is 
used. ‘ 


Clip the coupon and send in today 
for your free samples. 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 


For More Information Circle No. 107 
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spread in this fashion. Anything that 

will encourage cleanliness among em- 

YOURS on request: ployees should work to advantage in 
helping to reduce absenteeism. 

. Cloth towel service promotes clean- 

portfolio of liness because people wash more fre- 

quently and more thoroughly when cloth 

prestige letterhead is offered. When paper is offered, only 

five out of every 100 people will wash 

j to their elbows, and only three out of 

designs by every 100 will wash their faces. When 

cloth in the continuous form is. of- 

fered, less than two people out of a 

100 will refuse to wash at all, 15 out 

of every 100 will wash to their elbows, 


and 25 out of every 100 will wash their 
QNASONS faces. Tests show that cloth removes 
a much higher bacteria count from the 
P A P E R skin than does any other product. 
Paper is sometimes considered cheaper 
than cloth towel service. While in some 


... Makers of permanent eases lower supply costs may result, 
prestige business papers the labor costs, a really important item, 


Lester Beall on 


are increased. 

Linen suppliers offer prompt pick-up 
and delivery for functioning of the 
service selected. Their services are 
flexible for the large and small office. 


hohe 


A typical of- 
fice smock 
which comes 
in a choice 
of colors. 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR PORTFOLIO 4Cl: 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1956 
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PAPER Co. 
690 Filth Ave. New York 
© St. Marys Kraft Corp 

© Gummed Tape Div. 

© The Cellucord Corp. 

© Kraft Bag Corp. 
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THE GILMAN PAPER COMPANY, leading specialists in modern paper products, relies on a modern National 


System to provide complete accounting information. 


“Our Walional System 
saves us*20,000 ayear... 


returns 133% annually on our investment !” 
—GILMAN PAPER COMPANY, New York, N. Y. 


“Our first National machine saved us $6,000 the first year. 
When we installed a second National machine, we saved an 
additional $14,000 yearly. These savings were a direct result 
of reduced payroll costs, time saved, overtime eliminated and 
more information available. Our National System now saves 
us $20,000 a year, a return of 133% on our investment. 
‘Naturally, we are highly pleased with the results our 
National System provided, 
and we recently installed a io oe 
third National machine.”’ Vice President 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show you 
how. Or write to us at Dayton 9, Ohio. 


“TRADE MARK REG. U.S. PAT. OFF 


Smttonal ; 
ACCOUNTING MACHINES 


ADDING MACHINES « CASH REGISTERS 


& 


For More Information Circle No. 115 
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Work Measurement A listing was made of the number of 
adjustments received every day, those 
that were completed and those that re- 
production. Each was different. One mained. We did this by type of adjust- 
might be much more complex than an- ment: merchandise returns, damage or 
other and take much more time. We loss claims, and inquiries concerning 
did know that there was a tremendous date of shipment. We kept a daily rec- 
backlog in this section. We didn’t know ord of the items completed and ex- 
if this section needed more help or if amined them to determine the amount 
the adjustment supervisor was incom- of work involved—whether it meant 
petent. merely sending a follow-up letter, mak- 
On making a detailed study, we dis- img up a claim form, or waiting for 
covered that customer’s accounts were approval from a department head. This 
not filed in any alphabetical or chrono- detailed measurement showed that the 
logical order; that there were about ten 2djustment supervisor had been loafing 
different sets of files and each file con- on the job. We now have two employees 
tained letters, sales orders and miscel- i this section instead of three and twice 
laneous items going back three and four ®S Many items are completed daily. 
years. We discovered that adjustments We did not fire the adjustment super- 
were not handled in any logical se- visor. Although we hadn’t too much 
quence, either by inception date or dol- faith in his competence, we transferred 
lar amount. Memos from other depart- him to another department. This should 
ments were ignored and, although be a basic policy in any work measure- 
printed forms were available, separate ment program. If employees are under 
letters written for each transaction. the impression that the program is 


Biggest Ball Point WRITING Year... 
Biggest Ball Point ERASER Year! 


Today, when almost everybody is going for ball point writing, 
almost everybody is going to do more ball point erasing! 


(Continued from page 110) 





It takes these erasers of special texture by Weldon Roberts to 
cleanly erase ball point ink and lead. Your stationer has these 


STYLES & SIZES FOR ALL BALL POINT USERS. 


TTI eh A a 
TE Sy ee A 
eUSA Weldon Robes Sransh Bakl P, 
fas arSolpetes: aA 


A NO. 138 PAPER-WRAPPED a 

POINT "“ERASER-PENCIL”. Con- 
= tir segge™ sr pap Mca venient pull-string peels off paper 
spiral wrap for easy pointing. 





Handy elliptic shape con- 
veniently fits the fingers. 


Pee NT EE 
eneomnage oan, 





ORDER TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Co 
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NOW..you can 


PLASTIC 
BIR 


LOOSE-LEAF 
BIND 



























catalogs — reports NOW, all GBC punching accommo- 
manuals — presentations dates the new multiple ring GBC 
a Metal Loose-Leaf Binding as well as 

all types of literature all Cerlox Plastic Bindings. 





RIGHT IN YOUR OWN OFFICE 


-..and save money, too! 

“" aceeaees Improve all your literature...guarantee 
% maximum attention and action for every 
worsen ome oe in at message...and prestige, utility, color. 
colors iS jUST-OTT-The-press ro- ® ° ° 
hue dams ertdeen aditele Pages lie flat, turn easily, can be inter- 
ring GBC Metal Loose-Leaf and changed between GBC Metal Loose Leaf 
Cerlox Plastic Bindings are com- and Plastic Bindings. Efficient GBC ma- 
4 into — superb universal chines cost no more than a standard type- 
ee writer. Anyone can operate. 
















MOW you can bind all types 
of literature 

wits MODERN — mastic Hunoind 
arta 0st ua 






















; General Binding Corporation ; 
; Dept. O-3, 812 West Belmont Avenue, Chicago 14, Ill. 
1 Please rush me my FREE copy of the new brochure ; 
§ “Now you can bind all types of literature...” I un- | 
o- derstand there is no obligation. 
oa 

i 

> Name ; 
Organization : 
Address. ; 
; City. Zone. State. 
4 ' 
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You Can lncrease 
PRODUCTION 











EFFICIENCY 
wtth 





Stencil 
Duplicating 











You take a short cut to more efficient production when you 
use WAUSAU IMPRESSION PAPERS for all your duplicating 


requirements. 


For these fine impression papers are manufactured especially 
for faster, easier handling, quicker response to office machine 
action and smoother running than ordinary copy papers. 
The surfaces are treated to insure perfect ink reception, the 
ultimate in clear, sharp impressions, whether the process 


used is offset, stencil duplicating, spirit or gelatin process. 


Uniform and full-bodied, with extra bulk for the weight, 
rigid for high speed operation . . . dependable for automatic 
feeding . . . WAUSAU IMPRESSION PAPERS have a com- 


bination of advantages that is unmatched for efficiency. 








Spirit or Gelatin Process 


WAU@)SAU 





Wausau makes a specific 
paper for each of the 3 major 
processes: Offset, Stencil Du- 
plicating, Spirit or Gelatin 
Process. 


The complete Wausau Im- 
pression Paper Line is avail- 
able nationally through 
authorized distributors and 
stationers. 


OUR 57th YEAR 


WAUSAU PAPER MILLS CO. 


General Soles Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 


Member—Wisconsin Paper Group 
For More Information Circle No. 131 , 
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merely to see how many can be fired, 
they will not cooperate and no results 
at all will be achieved. 

In most will be discovered 
that if the production does not measure 
up to the standard, it is not the fault 
of the individual employee, but the fault 
of the system. For example: a clerk in 
the credit section whose function it was 
to work on cash in the morning showed 
a very poor production record. She was 
taking all day to make up 75 remit- 
tances and show the date received on 
the eustomers’ ledger cards (key off). 
We discovered that the system in use 
necessitated using duplicate customer’s 
statements as customer ledger cards. The 
accounts receivable section was on one 
floor with their own ledger cards; the 
credit section was on another floor with 
the duplicate statements. It wasn’t the 
function of the accounts receivable sec- 
tion to key off (although it should have 
been) and the eredit section did not 
want to run upstairs, so they kept their 
own customer files. Keying off to the 
duplicate statements took more time 
than was necessary because the dupli- 
cate statements were always a month 
behind. This, in turn, necessitated a 
separate and distinct operation in the 
afternoon. The obvious solution would 
have been to have one department move 
to the other’s floor but, for eight years, 
neither department wished to move. 
Duplicate records were therefore kept 
on each floor. 


cases it 


After an intensive sales campaign to 
convince management that keeping du- 
pheate records was costing them more 
money than was necessary, the accounts 
receivable section moved downstairs. 
What had formerly been two distinct 
operations were now combined into one, 
leaving this clerk free for other duties 
in the afternoon. 

When the accounts receivable section 
came downstairs we instituted a work 
measurement program in this section. It 


showed that the accounts receivable 
clerk was posting only a minimum 
amount of invoices per day. (We set 
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Eraserstik 


No mistake about it—this 
gleaming white-polished 
EraserStik makes all the 
difference between — ‘Nice 
work, Miss Jones!” and an 
angry rebuke. 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik. 


Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 


A.W. FABER -CASTELL 


mani ae No J 
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PRINT-O-MATIC CO., INC. 


Big Numbers 


boost 
efficiency 


| study of this operation.) 


; voice 


| were being stuffed at one time. 


our standard by making an actual time 
Again we dis- 
covered that it wasn’t the operator’s 
fault, but the fault of the system. By 
measuring the stuffing operation that 


| preceded the posting (stuffing each in- 


next to the ecustomer’s ledger 
eard), we found that too few invoices 
We in- 


ereased the number of invoices that were 


to be stuffed with the result that there 


Columbia & 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


2I6G NICHOLS AVENUE 





BROOKLYN 8,N.Y 


Folds 


120 letters — 


minute ! 


PORTABLE 


LLY GUARANTEED 


Fol -O-matic 
DESK MODEL FOLDING MACHINE 
DaRRTE OR COMPLETE CATALOG, OF 


Chicago, Silinois 
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was much less ledger card handling and 
fewer changes from one operation to 
the next. More items were then posted 
in a shorter time. 

The above example seems absurdly 
simple—just plain common sense. Yet 
these changes had never been made. Sim- 
ple changes can make all the difference 
between a well run and a poorly run 
organization. Simple changes made our 
total credit and adjustment operation 
much more efficient with nine employees 
instead of 11. Our adjustments are 
now up-to-date. Our collection letters 
fo out on time. Our statements are 
mailed nearer the first of the month and 
our money comes in sooner. 

Sure it was a lot of work. It required 
patience, tact and human understanding. 
3ut for any small company, the results 
are well worth it! 
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165 SALES & SERIVCE OFFICES 


THOMAS COLLATING 
COST CALCULATOR 


Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 


Here’s an easy, fast and accu- 
rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will.take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do‘the job. 


Whether you do a lot of col- 
lating or just a little. . 

whether you collate by hand 
or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 


*== CLIP OUT AND MAIL NOW! ----— 


Thomas Collators Inc., Dept. B, 
50 Church St., N.Y.C. 7, N.Y. 


Please RUSH me: 


Thomas 
Co , 


More In Use Than All 
Other Makes Combined 


COAST-TO-COAST 
AND CANADA 
© T. C. 1956 


NAME 


(1) FREE Thomas Collating Cost Calculator 
(0 FREE Brochure on new Thomas Collators. 





COMPANY 
ADDRESS 


§ CITY. 
' 


(PLEASE PRINT) 
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MODEL 25! 
the DeLuxe 


| DAVIDSON CORPORATION 
Lai son A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 


Distributors in all principal cities and Canada 
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Dout Cet a ONE WAY] machine 
stall your 2-rided joba ! 


SIDES 22 one / 


[fs 
E 
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DAVIDSON 
| DUAL-LITH 


| dost mone for you / Streamlined DAVIDSON 


DUAL-LITH Model 251 cuts 2-sided printing job running time in half, elimi- 
nates work-and-turn and costly tandem operations. Just add a second plate 
segment in a matter of minutes, print both sides of the sheet on one trip 
through the machine, get 12,000 impressions per hour at normal operating 
speed! It’s as simple as that because versatile Model 251 is built with the 
exclusive Davidson 2-Cylinder Principle, and removable segments let you 
meet each printing need as it occurs. Simultaneous 2-sided printing and 
excellent offset lithography are only the beginning. You get more — distinc- 
tive Davengraving for expensive-looking stationery and literature at pennies’ 
cost, and dry offset for long, long runs and better quality color. 


Easy turning, easy to operate Model 251 takes all types, styles 
and sizes of plates, handles stock from light manifold to cardboard in sizes 
3” x 5” to 10” x 14” as well as envelopes. Complete line of PEST SMALL op, 
attachments enable it to also perform letterpress, imprinting, 
numbering and perforating. Heavy duty construction gives low 
maintenance and trouble-free operation. Compare it ! 
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ad 
oO 
1 
= 
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z 
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— 
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DAVIDSON CORPORATION 
29 Ryerson Street, Brooklyn 5, New York 
(C I'd like to know more about simultaneous 2- 
sided lithography. 
Send Question & Answer booklet. 
(.) Arrange a demonstration. 


Davidson Presensitized Plates 
& Laboratory Controlled 
Supplies mean top quality 


results — always Name 





Firm__ 
Address___ 


City ___ Zone _State 











Text set in Linotype ¢ Headings in ProType 
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Kendall Mills salesmen write their own expense drafts 


“Our salesmen and management are happy 
with the Traveletter System of receiving 
xpense money. It is convenient for them, 
is easily cashed, and is speedy. It also pro- 


j 


vides a good ¢ 





trol over their expenses. 


nt 





The number of men in this division using 
it varies between 50 and 60 at a time. We 
have been using the Traveletter System 
since 1945. 

“I thought you might like to know how 


high our regard is for your organization, 


and how pleased we are with your system.” 


The Traveletter System reduces cash 


advances, Saves accounting time, prevents 


ders, builds le of 
* ) / tte a lost time and lost orders, builds morale 
T ad U € é ] salesmen. 


... the better system for Used by companies employing from 1 to 
handling travel expenses. 1,000 travelers, including United Aircraft 
Corporation, American Cyanamid Co., 


Western Electric Co., and many others. 


Descriptive Brochur Request 


TRAVELETTER CORPORATION ° GREENWICH 3, CONNECTICUT 
For More Information Circle No. 112 
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Right or Wrong 


IN EMPLOYEE RELATIONS 





Can You Fire Employees for Playing the 
Horses on Company Property? 


ROUNDUP of day-to-day em- 

ployee problems and how they 

were handled by management. 
Each incident is taken from a true-life 
grievance which went to arbitration. 
Names of the principals involved have 
been changed for obvious reasons. 


What Happened: 


Every lunch hour for about two 
months, office employees X, Y and Z 
would eat their lunch in one of the cars 
on the company’s parking lot. The com- 
pany began to suspect that these em- 
ployees were placing bets on_ horses. 
The police were notified. One noon 
hour, a group of detectives swooped 
down on the car where the employees 
were eating their lunch, and sure 
enough found evidence of betting mark- 
ers. X admitted that he was a “bookie” 
and he was fired immediately. The 
other employees, when interviewed by 
management, admitted to gambling, in 
violation of company rules. They were 
discharged forthwith. They took their 
ease to arbitration on the following 
basis : 

1. They had confessed their wrongs 
to management with the implied under- 
standing that if they did, they would be 
dealt with less harshly. 

2. The betting took place on the park- 
ing lot and not in the office. Although 
they admitted that the parking lot was 
company property, it was “outside any 
protected area, and accessible to out- 
siders.” 

3. Their indiscretions did not inter- 
fere with their work. 

4. They were long service employees, 
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and discharge was too-harsh a penalty 
for an offense which they claimed was 
being practiced by many others. They 
just happened to get caught, that’s all. 

5. Gambling is going on all over the 
office in other forms. There are base- 
ball pools, matching coins at lunchtime, 
raffles, ete. 

The company couldn’t see it that way. 
It said: 

1. Gambling is a serious problem for 
the company as well as for society to 
control, and accordingly it requires vig- 
orous measures to eliminate it. 

2. Betting on horses is a poison that 
can spread rapidly through a company 
and can cause widespread disruption 
and unrest. 

Was the Company: 
RIGHT (1 WRONG () 





WHAT ARBITRATOR J. A. C. 
GRANT RULED: “The (employees’) 
contention that no one has been dis- 
missed for participating in baseball 
betting pools, matching coins, etc., is 
unacceptable. There are very real dif- 


ferences between chipping in on a 
World Series pool and ‘playing the 
ponies through illicit bookies.’ Certain- 
ly one has far more disruptive effect 
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upon activities as well as upon body 
politic than the other. The argument 
that I find has some merit is the one 
that the betting took place at the park- 
ing lot and not in the office. The bets 
were placed during the employees’ time 
off. Although actions there certainly 
are subject to company rules, they may 
be less upsetting than similar actions 
inside the gates. On all the evidence 
I am forced to conclude that the com- 
pany was justified in imposing severe 





penalties upon the employees. On the 
other hand, permanent separation 
seems to be unreasonably severe. All 
employees had excellent work records. 
They reached ages at which other com- 
panies may hesitate to take them on 
as new employees. They cooperated 
with management by helping them 
clean up the gambling mess. They are 
entitled to some leniency. A_ three- 
month layoff, I feel, is more than ade- 
quate.” 


When You Grant a General Increase, Can You 
Deny a Raise to Probationary Employees? 


What Happened: 


The company had this practice in ef- 
fect: “All persons employed for a pe- 
riod of four weeks shall be considered 
permanent employees and shall be en- 
titled to seniority rights... .” Asa 
result of negotiations, a $3 a week wage 
increase was put through. When the 
first payroll period after the negotia- 
tions came up, a new employee, Martha 
Tilden, with only 3-week tenure, found 
she was not included in the hike. She 
claimed that she was covered by the in- 
crease, while the employer maintained 
that she was a probationary employee 
and technically not covered by the 
agreement. It is the usual practice, the 
company maintained, for probationary 
employees not to share in the same ad- 
vantages as the permanent employees. 
The company further argued that after 
Martha has passed her probationary 
period and entered the permanent clas- 
sification, she will then share in the 
higher rate. But, not now. 

Was Management: 
RIGHT (1 WRONG | 


WHAT ARBITRATOR HENRY J. 
CLAY RULED: “This particular em- 
ployee was required to serve a proba- 
tionary period of not less than four 
weeks before she became a permanent 
employee. During this time the em- 
ployer had the sole and complete right 
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to fire her if he did not care for her 
services or decided she was not suited 
for the job. This probationary period 
is not an unreasonable period of time 
within which to test and determine the 
competency of new employees before 
giving them permanent status. This ap- 
pears to be the usual practice under 
similar circumstances in the labor mar- 
ket, where new employees undergo a 
trial period. In view of the fact that 
the employer is entitled to a specified 
probationary period to weigh an em- 
ployee’s qualifications, it is quite likely 
that the interests of such employees 
are distinct from those of the perma- 
nent employees. A probationary period 
is an essential right of management. 
This is desirable from an employer's 
point of view to determine if an em- 
ployee has physical limitations, can 


meet work standards or has the prop- 
knowledge.” 


er skill or 
denied. 


Grievance 
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For free 10 x 13 print, send coupon below. 


No one in business cranks a telephone these days 


...but many still hand-crank calculators ...spending time that 


would soon pay for a high-speed, automatic MARCHANT 


Today, employee time is far too costly to be 
consumed by hand-operated or outmoded 
electric calculators. You owe it to your 
business to find out how much time and effort 
new automatic MARCHANTS will save. 
Call the local MARCHANT MAN and 
learn, by an actual run on your regular 
work, just how quickly MARCHANT 
calculators would pay for themselves. 







High-speed 
automatic 
MARCHANT 
Figurematic 


Learn how MARCHANT calculators can 





“a> MARCHANT CALCULATORS, INC. 
YOU CAN TURN TIME INTO MONEY WITH A MARCHANT! 0-3 Oakland 8, California 
For More Information Circle No. 154 


! 
0 ) SEND (|! turn out your business arithmetic easier 
THis |! and faster...atasaving. Mail thiscoupon 
COUPON! : with your business letterhead for free... 
AMERICA’S FIRST | Printof Office Scene ...... 0 
7 ! Index to Modern Figuring 
( / by Marchant Methods. . . . . O 
| Descriptive Literature on 
i Marchant Calculators . . oO 
i 
1 
1 
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INDIVIDUAL 
WATERMARKED PAPER 


AT LESS THAN 34c PER SHEET 
IN QUANTITIES OF 1000 SHEETS! 


ENHANCE your company’s prestige. Give your 
important business forms positive protection 
against fraud. Only a watermark can do this. . . 
Nothing else will! 


With our exclusive process, we can watermark 
any mame, design or trade mark on letterhcads, 
personal stationery, business forms and other 
valuable papers at unbelievable low cost! 
W cond © d checks for banks and individuals 
also availble 


SAMPLE SHEETS on request. Send us your art 


copy and the name of your printer. We'll give 
you watermarked samples. No cost or obligation! 


SERVICE AVAILABLE THROUGH 
FRANCHISED PRINTERS 
For watermarking service, 


direct. Or write tc 
his franchise 


GUARANTY PAPER CORP.* 
Cleveland, O. Washington, D. C. 
*Address all imquiries to: 


COUDERSPORT, PA. 


contact your printer 
us if he has not yet received 
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AGAIN TORPEDO 


Beats All Others! 


1955 World's Champion 
GOLD MEDAL WINNER 
in every competition 

r Profit 
uilt, trouble free 
erial and workmanship! 
res an 


ine o 1 portabie models 


GET THE FULL PROFIT STORY! 


attach to letterhead and mail! 


“American Int'l Office Egpt. Co. 


7940 West Third Street, Los Angeles 48, Cal. 
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Can You Fire a Worker 
Who Used Dirty Language 
To His Supervisor? 


What Happened: 

Sal Maliterno, a shipping room em- 
ployee, had a fight with his wife before 
he came to work. He was feeling 
pretty sore at the world. When his su- 
pervisor came over and told him to do 
a job he didn’t like, he really let go. 
He unloosed a stream of language right 
out of the gutter and refused to do the 
assignment. He was fired. 

Was the Employer: 
RIGHT ( WRONG [1 


WHAT ARBITRATOR B. MEREDITH 
REID RULED: “It is the position of 
your arbitrator that the use of obscene 
language by employees during working 
hours and on the company premises is 
wholly inexcusable, and bad for em- 
ployee morale and good labor relations 
and working conditions. Many com- 
panies have rules against the use of 
obscene language on company premises, 
and your arbitrator would recommend 
that such a rule be established by this 
company. In view of all the existing 
facts, however, it is the considered 
opinion of the arbitrator that although 
there was ample and just cause for 
discipline of Sal Moliterno, discharge 
was too severe a penalty and not mer- 
ited.. Accordingly it is ordered that 
Moliterno be reinstated without back 
pay.” 
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automatic 


NEW 


HIGH FIDEL/TY 


OMPTOMETER 


OMMANDER 


dictation-trans¢ription machine by Comptometer 


with amazing UNIMATIC remote-control microphone 


MAKES DICTATING AS EASY AS TALKING 

An electronic miracle in the simplification of dictation has been 
achieved by Comptometer. Now you can forget the mechanics 
of recording and have your mind free and clear for better 
dictation. All you do is talk into the Unimatic remote control 
microphone which fits the palm of your hand. One simple 
button lets you dictate, listen, reverse to review, or even to 
“erase” and replace a word or phrase. When finished dictating, 
press other button to mark length of letter—everything is 
automatically recorded by remote control. 


++» Saves more than it costs—The flexible Mylar* magne tic 
recording belt can be used for thousands of dictations 


It “wipes”’ clean in just one second, ready for re-use. The day- 
after-day savings over costly ordinary one-use belts or records 
more than return your Commander investment. And only 
Comptometer guarantees these mailable belts for life. 


... erases unwanted words—You will hand your secretary 
error-free dictation she will transcribe twice as fast and right 
the first time. Error-free because you can electronically 
“erase’’ any unwanted part of your dictation and replace with 
the new or correct thought—No extra correction instructions 
to add. And, for economy-minded offices, the same Com- 
mander unit can be used for both dictation and transcription. 
Mail coupon today. *Mylar-Dupont’s trademark for its Polyester Film. 


SEE ALL THE YEARS-AHEAD FEATURES DEMONSTRATED IN YOUR OWN OFFICE! 


also available In Canada 


anOIner outstanding machine to speed American buuness by 


OMPTOMETER’ 


A product of Felt & Tarrant Mtg Co. Chicago, Hitinats Other Felt & 
Tarrant products The world tamevs Comptemeter Adding Calculating 
mactone ong the now 10 key Comptograph 207 Calculating Adding machine 


eoeeeeneaeeeeeeee 


Comptometer Dictation Division, Felt & Tarrant Mfg. Co. 

1715 Marshfield Ave., Chicago 22, Illinois 

Gentlemen: Without any cost or obligation please arrange: 
( FREE DEMONSTRATION (2 FREE 10 DAY TRIAL 
() Send complete information 


TD 


Company. 


Address 


SO iiithictinn County _______ State _ 


For More Information Circle No. 225 
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THE NEW 
READY-MADE 


Duplisette 


SECOND-SHEET & CARBON SET 


for typewritten carbon copies 






















Letters and all typewritten matter go fast 
with Duplisette—the wonderful new second- 
sheet and carbon unit! NO more fussing with 
loose carbons! NO collating! NO more smudged 
fingers or dirty letters! 

And you may make as many carbon copies 
as you need at one writing—by simply adding 
Duplisettes. Available in white, canary and 
pink. 

Try Duplisette at our expense—once you've 
used these modern time-and-money-savers you 
will never go back to the old fashioned loose- 
carbon method again! 


Another fine product by the manufacturers of 


DISTRIBUTORSHIPS Ve rast. 
= AVAILABLE ( LE BUSINESS FORMS 
om ae a ee 2 a, ee, Comm emem. mwa. mm 4 


480 CANAL STREET + NEW YORK 13, N. Y. * WOrth 6-1454 





















Please send FREE samples and complete information on your new DUPLISETTE. . 
NAME TITLE " 
| FIRM ; | 
| ADDRESS aie 


For More Information Circle No. 116 
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National Conference 
& Exhibit Calendar 


National Office Furniture Assn., Jeffer 
son Hotel, St. Louis, March 3-5. 

Systems Conference, American Manage- 
ment Assn., Roosevelt Hotel, New 
York, April 23-24, 

Southern California Business Show, Aim- 


bassador Hotel, Los Angeles, April 
24-27, 
Institute of Internal Auditors, Edge- 


water Beach Hotel, Chicago, May 13-16. 

National Assn. of Credit Men, Cincinnati, 
May 13-17. 

New York Stationery Show, New Yorker 
Hotel, New York, May 13-18. 

Insurance Accounting & Statistical Assn., 
New Yorker Hotel, New York, May 
21-23. 

National Office Management Assn., Phila 
delphia, May 20-24, 

National Assn. of Cost Accountants, Con- 
rad Hilton Hotel, Chicago, June 24-27. 

National Machine Accountants Assn., 


\ 


HEINRICH DIEHL G.M.B.H. RECHENMASCHINENFABRIK NURNBERG STEP! 


Shamrock Hotel, Houston, June 27-29. 
National Office Machine Dealers Assn., 
Shamrock Hotel, Houston, July 8-11. 
National Assn. of Bank Auditors & Con- 
trollers, Shorham Hotel, Washington, 

D. C., Sept. 17-20. 

American Institute of Accountants, 
Olympic Hotel, Seattle, Sept. 22-27. 
National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 

Sept. 29-Oct. 3. 

Controllers Institute of America, Wal- 
dorf-Astoria Hotel, New York, Sept. 
30-Oct. 3. 

National Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 

National Business Show, Coliseum, New 
York, Oct. 15-19. 

Systems & Procedures Assn. of America, 
Bellevue-Stratford Hotel, Philadelphia, 
Oct. 22-24. 

National Business Forms Associates, 
Westchester Country Club, Rye, N. Y., 
Oct. 28-Nov. 1. 





For More informatien Circle No. 263 
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SPACE WAS NOT THE PROBLEM—TIME WAS! 


nt 





170 File cabinets formerly housed the _ No More Misfiles! 


records shown in this compact filing center, 
now equipped with Estey Open Shelf Filing! 
Former lost time spent in searching through bd No More 
cramped aisles, opening and closing more Long Walks! 
than 600 drawers is now redeemed through 
immediate accessibility of records! The 


@ No More Drawers 


entire filing operation of this department 


has been speeded up:—and, of course, Estey To Open 
Open Shelf Filing costs less, and fits into 
less than half the floor space! And Close! 


ies 6 Ss ESTE Y 
METAL PRODUCTS, INC. 


One Catherine St. Red Bank, N. J. 











For More Information Circle No. 297 
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Bn spite of the critical shortage 


of office help, it 7s possible to 
attract and keep good employees. 

A big “employee benefit” in 
any office is the Todd Disburser 
—the machine that dates, signs 
and fills in the amount line on 
checks in one fast, efficient oper- 
ation. It saves time, cuts down 
errors and lightens the work 






ROCHESTER 
SALES OFFICES IN Yq PRINCIPAL CITIES — Cicy 
SUBSIDIARY OF 
BURROUGHS CORPORATION ” 


Name 


Address 


load for your employees. 

The Todd Disburser is smaller 
and lighter than a typewriter. It 
dates automatically. It shreds 
amount lines into checks with 
indelible ink. It controls and 
counts every signature. 

If you’re having personnel 
problems (and who isn’t these 
days?) mail the coupon. 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N.Y. 


Please give us full information regarding your 


Disburser. No obligation, of course. 


Zone Strate 


O-3-56 


For More Information Circle No. 130 


March, 1956 
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New methods are now available for identification and control of raw materials, parts and finished products as 
involved in: production, storage, shipping and receiving. Integrated with other common language machines or 
used independently, Dashew’s Electronic DATABOSSER V100-EW makes possible systems of unprecedented 
efficiency where record writing and/or identification are required. Data reduction sources © automatically 
activate and cycle all operations—including type setting —of @ the DATABOSSER V100-EW for high speed 
production of @ pasHaptate metal identification and writing tags. At the rate of up to 5000 per hour the 
DATABOSSER automatically embosses fixed and/or variable data and can simultaneously: attach tying wires, 


emboss sequence numbers, coat characters for easy reading and notch plates for sorting or coding. In con- 
junction with color-coded, chemical & weather resistant DASHAPLATES and other specialized Dashew tools, 


the Electronic DATABOSSER will: expedite operations, cut clerical costs, eliminate costly mistakes and provide 


better control. 


A Dashew Systems Engineer is at your service. Write for further information. 


DASHEW BUSINESS MACHINES, INC. qd 


Dept. 03 5886 Smiley Drive, Culver City, California / Cable: DASHEWS 
For More Information Circle No. 132 
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The Olivetti Electrosumma Duplex Add- 
ing Machine does everything a conven- 
tional adding machine does, does it 
faster, and does things the conventional 
machine can’t do, such as storing totals 
in a second register. Has simplified du- 
plex controls, comfort-slope keyboard, 
high capacity, fastest cycling, modest 
price. Write Olivetti Corporation of 
America, Dept. HI, 580 Fifth Avenue, 
New York 36, New York. 


olivetti 


For More Information Circle No. 159 
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Quality materials and supplies for 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 








Moller il gy oe Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A. 
ne HAnover 2-5425 


For More Information Circle No. 114 
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NEW 770/0-/@e@ 
by DR/-STAT 


makes photocopy processing automatic! 


now photocopying is EASIER 
BETTER 
FASTER 
LOWER COST 





Auto-Feed is the only real advance in photocopying since 
the Peerless “Bright-Light” system took the photocopyer 
out of the closet and put it on the office desk. 

With Auto-Feed, automatic fingers take the photocopy 
papers from your hands and feed them through the proc- 
essor at precisely the correct speed. You cannot make 
an error. Positive and negative sheets are mechanically 
locked together to assure perfect registration. 

Exposure settings are much less critical because de- 
velopment is guaranteed along the entire length of the 
sheet. And you get many more copies in less time be- 
cause you can expose one set of prints while the Dri-Stat 
is automatically processing another. 

Like all Peerless Dri-Stat machines, the new Auto-Feed 
copies more things better than any other photocopyer. 
Letters, charts, drawings, clippings, half-tones, colored 
inks, pencilled notations are reproduced with photographic 
accuracy. 

The new Auto-Feed is available in a combination 
printer and processor, or as a processor alone. Your 
Peerless distributor will be pleased to demonstrate the 
Auto-Feed or the Standard Dri-Stat right in your own 
ofice . . . and in your normal office light. 





Ack us to prove it! 


PEERLESS PEERLESS PHOTO PRODUCTS, IN‘ ; 
‘ Shoreham, Long Island, N. Y. . 

I would like to see the Dri-Stat Auto-Feed operate ! 
in my own office under my normal office lights. : 
Please have your nearest distributor call me for an | 
appointment. 


TL 
DRI-STAT 





Name ...e- ; itd get moa ee ee aes 
IS 456s eno sasewd oe edict Sata ea a 
ca Perry eee ce es 
errr ry. rire nT kee er ee 


Fer Mere \tntermation Ciree Me. 10? 0 ee re ... Zone.... State 


in 

















LETTER EVALUATOR 
Mead ine. Lis WwW. 
Dayton 2, Ohio, offers tested ideas to in 


Papers, 


routine letters in 


Evaluator.’’ The 


prove both sales and 
the ‘*‘ Mead 
methods of 


veloped by Earle A. 


Letter 


letter evaluation were de 


Sucklev, nationally 
known authority on letter writing, fro: 
his more than 30 vears of intensive study 
and practical experience. The first see 


tion provides an easy, quick and accurate 





method of 


effectiveness of a 


analyzing and 
sales letter, 
mailing. The second section contains an 
equally helpful evaluator for everyday, 
routine letters. 


sheet for 


Also provided is a score 
letters of 
point 


rating your own, 


showing maximum seore for each 
of 17 qualifications necessary to insure 
a well-written, effective letter. A copy 
of this available 


Circle No. 


interesting book is 


through Mead merchants or 


29090 
DOO. 


156 


First St., 


rating the 
before 


DATA PROCESSING MANUAL 


Moore Business Forms, Inc., Niagara 
Falls, N. Y., have published an illus 
trated, 119-page book, ‘‘ Automated Data 
Processing,’’ which describes the cor 


tinuous and integrated operation of auto 


machines in data processing 


AUTOMATED 


FROCHESSiIinae 


MOOR BUSINEDEH FrOmnrs 1 we 





systems. It includes a step-by-step de 


scription of how to make a forms study 
to determine which automatic data proe- 
essing machines to use. This is often 
overlooked in texts which describe only 
completed form is all 


This 


machines, vet the 
that management is interested in. 
systems and pro- 
should 
interesting and helpful. For 
Circle No, 320. 


written for 


book is 


cedures personnel to whom it 


both 


a free cops é. 


prove 


MICROFILM ENLARGER 
Rocke 


N.\ *9 demon 


Radio Corp. of Ameriea, 30 
Plaza, New York 20, 


reliey 
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strated their Electrofax automatic dry 
process enlarging printer whieh ean 
reproduce 15 17” x 22" engineering draw 
ings from microfilms in one minute 


Designed for use with the Dexter Film 
sort system of filing microfilm frames on 
ecards, A he selected 


and an enlargement made on the Electro 


ecard can quickly 


which 


fax, will also handle a roll ot 
35mm microfilm. Machine is self 
contained, can be used anywhere, and 


can be set to automatically reproduce up 
to 500 microfilm frames (cards or reels 
at one loading with up to 24 multiple 


Push-button automatie 
standard A, B 


of each. 


focusing 


copies 


re produces Oo! 


C-size drawings in full seale;: large 
drawings half-size. The electrosensitive 
paper is fed from a 3500-ft. roll, 22” 
wide, at a speed of 25 ft. a minute. RCA 
is accepting orders for the machine 
which costs $85,000. For More Informa- 


tion Circle No. 389. 


STORAGE CABINETS 
Mfg. Co., 3010 N. 
Mich., 


Storage Cabinets in three stvles 


sorroughs surdick 


t., makes 


Kalamazoo, Cyclops 
for stor- 
All 


are convertible, with interchangeable in 
terior Fach 


age, wardrobe and combination 


use. 


parts. 


model has a single 
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central handle, three-point latching de- 
viee, and enclosed throw-bolt mechanism. 
There are holt front, 
sides back of 1 the 


and 
smooth interiors have no projecting lugs. 


no heads on the 


or the cabinets; 


Shelves are adjustable on 1” centers 
without tools. Shelf clips are an integral 
part of the shelf and there are no loose 
parts. All eabinets are 36” x 78”; 18” 
and 24” deep. Choice of five colors in 
baked-on enamel finish: gray, dark green, 
brown, fall tan and spring green. For 
More Information Circle No. 342. 
OFFSET PLATE MAKER 
Robertson Photo-Mechanix, Ine., 7438 
Lawrence Ave,, Chicago 31, Tll., makes 


the automatic Dial-a-Plate which simpli 
fies making presensitized offset plates so 
that untrained turn 
quality plates quickly and safely. 


personnel can out 


The 





Dial-a-Plate combines a vacuum printing 
frame and high speed, sealed light source 


in one enelosed printer, reducing the 


space and time needed for platemaking 
and eliminating the dangers, glare and 


odors of open-flame carbon ares, Its 
steel enclosure is finished in attractive 
flecked gray to harmonize with other 
office equipment. The unit is made in 


two sizes. Model 1016 for use on a table 
and will handle plates up to 10” by 16”. 


Model 2024 is a floor-standing unit for 


157 








plates up to 20” by 24” or two 10” by 16” 
plates simultancously. Model 1016 is only 
221 high. 


2214" 2814" 
wide, 20” deep, HOTS ; 


wide, » 
Model 2024 is 3314” 
high, and has 
it. Model 1016 uses 7 
uses 1]. All 


cealed and the quiet vacuum pump and 


2014" 


deep, 


shelves beneath 
Model 2024 
tubes are con 


storage 
anips,; 


wires and 


motor are enclosed in the rear. The Dial- 
a-Plate quick 


plate in event of damage on the press. It 


permits remaking of a 


eliminates need of filing plates. Instead, 


negatives are filed and plates inexpen 


sively remade if needed for late: 


The Dial-a-Plate 


halftone definition, and it 


reruns. 


] 


ichieves ideal line and 
is designed to 
eliminate halation or undercutting. 


When control 
regulates the light for 


dial is set, electronic eve 


uniform plates 
every time regardless of voltage fluctua 
other variables in light output. 


For More Information Circle No. 373. 


HOW TO MAIL 
Walnut 


tions or 


& Pacifie 


Pit nev Bowes, Ine., 


Sts., 


Stamford, Conn., have published a 


booklet, 


12-page illustrated ‘*How to 





Mail a Letter,’’ 
picts five easy and utterly preposterous 
methods of mailing a letter. 
the funny way that the simplest thing 


which humorously de- 
3ased on 
business 


can be complicated by a cus- 


158 





tom which ean be as costly as it is long- 


a smile, Circle No. 325. 


standing. For 


ADDING MACHINE 
Cash Registers, Ine., 175 
AVe.. New York 10, N. OS 


new all-electric machine 


Fifth 


ANHOUTECeCS a 


Reena 
adding from 
the modern Regna plant in Bergen, Nor 
way. The unit is especially designed to 
allow every achieve 


operator to easily 


high speed computations without fatigue. 





molded to fit the 
curved 


Keys are fingers. A 


clear window permits maximum 


The 


Motor assures uninterrupted 


visibility of the listing. Universal 
Klectrolux 
and fast operation which increases daily 
Made of Swedish 


incorporates 


employee productivity. 
steel, the 
precision counters with different 


machine Swiss 


capac- 


ities from 6 columns up. The keyboard 
is fully automatic for maximum effi- 
ciency. Rear rubber rollers provide easy 


portability. This Regna all-electric add 


ing machine is one of a complete line 
which ineludes low-priced hand operated 
models. For More Information Circle 
No. 347. 


DATA PROCESSING SYSTEM 

\ddressograph-Multigraph Corp., 1200 
sabbitt Ohio, and 
Kastman Kodak Co. announced an elec- 


Road, Cleveland 17, 


tronic data processing system to be 


manufactured by Eastman Kodak and 
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distributed by Addressograph-Multigraph. 
‘he system comprises three major units: 
| a magnetie-tape-operated electronic 
printer capable of printing speeds up to 
,000 lines per minute; a high speed 
punched-card-to-magnetie tape converte! 
having a ecard feeding speed of 600 per 
ninute; (3) a selective magnetic tape re 
cording system capable of recording data 
contained in punched cards on from two 
to 12 separate tapes. This system was 
especially developed and engineered to 
meet the enormous data handling require 
ments of large volume mailing list oper 
ations in such fields as magazine and 
newspaper publishing, mail order, direct 
mail advertising, and large labor, fra- 
ternal and industrial organizations. These 
lists are subject to constant change and 
the total number of address changes, re 
newals, expirations and payments which 
must be recorded each year frequently 
exceeds the actual number of subscribers 
on the lists. All mailing activity, such 


as distribution of copies, expiration 


notices, bills, ete., must be selectively 
‘ontrolled, depending upon the current 
status of each subscriber or customer. 
In this new system, a unit punched card 
Is kept for each name on the list. 
Changes in status are recorded by punch 
Ing new information into existing ree 
ords, or by mechanically reproducing 
old information into new eards which 
contain the latest data. The entire file 
of cards is fed through the card-to-tape 
converter coupled to the selective tape 
recorders. At a speed of 600 per minute, 
cards are photo-electrically read, and 
data contained therein is selectively re 
corded on one or more tapes. Eastman 
Kodak Multiple Stvlus Electronic Printer 
reads magnetic tape and prints on rolls 
of ordinary paper at 38,000 lines a min 
ute. Typical 4-line addresses are print 
ed at the rate of 45,000 per hour. Data 
in the tapes can be programmed into any 
sequence for printing. Eastman Kodak 
has started production of these systems, 
and Addressograph-Multigraph will make 
within a 


some customer installations 


vear. Scope and flexibility of the ma- 
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chines will be broadened for use in other 
clerical work. For More Information 
Circle No. 360. 


MOVABLE PARTITIONS 

Martin-Parry Corp., Metlwal Div., Box 
964, Toledo 1, Ohio, makes Metlwal Jr. 
partitions which can be installed, moved 
and reused by anyone using only a screw 
driver. All parts are interchangeable. 
Made in three heights: 68” with 42” of 
steel topped by 26” of clear or obscure 


on” 


> 54” with 42 


glass 


of steel and 12” of 


- 






glass; and 42” railing in steel. Ten 
widths range from 9” to 66”. Two types 
of posts (universal and wired) have a 
leveling device with rubber feet. All 
partitions are finished in baked gray or 
green enamel over a protective Bonderite 
coating. Other colors and woodgrain 
Packed to or 
der and shipped complete, ready for im- 
For More Infor- 


finishes can be supplied. 


mediate installation. 
mation Circle No. 330. 


OFFSET INK GUN 
Holland Inks, 114 Main St., Mineola, 
N. Y., announces the Holland Ink Gun 
method of offset printing 
inks. This gun resembles a caulking gun 


; 2 —=—3— 


dispensing 





and contains an 
tridge of ink. 
ables the removal of one eartridge and 
the insertion of another. Van Son Quick- 
set Litho Black and 25 stoek colors are 


interchangeable car 
A simple operation en- 
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packed in ridges of approximately 
i ib yt nt irving according to the 
speeitlie @ravity t the fferent colors. 
| bels are printe ! ‘ etual color 


cartmdge \ metal int 
heen 


and the ink 


contained in the 
designed To 


storage shelf has 


the cartriage gun when 





book 


not in use. A plastic bound color 
showing a | stock @olors 1s available upon 
request. For More Information Circle 


No. 352. 


AUTOMATIC COMPOSING 
MACHINE 
Commercial Controls Corp., Dept. 0-36, 
1 Leighton Ave., Rochester 2, N. Y., have 
published a Justowrite 
automatic 
which automatically produces fully 


wooklet on the 
tape operated composing ma 
chine 
composition at the 


ustified cold 


type 


Justowriter | 


ulnenshe Lage npan ties 
MemegreRe, mors 





rate of 100 words a minute. This com 
position can be in the form of a repro 
offset 


faces are 


proof or a direct image 
plate. Eleven different 
available in from 8 to 14 point. 


easily made. 


duction 
type 
Cor 
rections and alterations are 
from 20% to can be 


Savings of SUG 


made in composition costs. Containing 
complete information on the machine and 
its work, the booklet itself 
of Justowriter composition. For a 


copy, Circle No. 378. 


free 


CARBON RIBBON DATA 

Ribbon & Carbon Co., 21 
Rochester 9, N. Y., 
“The Story of 


tells 


Rochester 
Greenleaf St., 
a folder, 


which 


Rib 


( ‘arbon 


bons,’’ how 


160 


featurin 


is a sample 


offers 


to choose cal bon 








bhons an how to use then It illus 
rates ne vpew! ters whicl I st 
arbon ribbons, ndica o he prope? 
hhe or eael ! It ontall 
advice on making erasure preparing 
fiset plate matehi letterheads, et 
For a free opy of t folder, Circle 
No. 3358 


CALCULATORS 
Detroit 32, Mich., 


Calculators 


Burroughs Corp., 


akes Burroughs Series ‘ 


y exceptionally quiet operation, 


two-tone color treatment on exteriors, 


and ‘‘picture window’? dials for easy 
reading of results. Offered in seven 
stvles—three han yperated and four 
electric. All are available for immediate 





Newly rubber shock 


mounts supporting the ealeulating mecha 


delivery. designed 


nism in electric models result in quiet 


operation because the mechanism vil 
floats, eli 
The 


brown keyboard background with brown 


tually nating noise and 


vibration. amber gray case and 
and ivory keys is easy on eyesight, yet 
blends ‘*Pic 
ture window’’ featured on one 
hand operated and two electric styles for 
A one 


accentuates 


+ 


well into any office decor. 


dials are 


reading answers, 
dial shield 


figures on the dials vet eliminates reflec 


greater ease in 
piece non-glare 
tions and shadows. Live key action gives 


the operator instantaneous answers. 
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Every finger stroke computes without 


additional key punching. Keys are de 


signed for finger eomfort and 
method 


and subtraetion. 


permit 
touch addition, 


The 


available in five column add 


multiplication 
Series © caleu 
lators are 
ing and six column totalling, nine col 
umn adding and 10 column totalling, and 
13 column adding and 14 column totalling 


capacity. For More Information Circle 


PAPERMAKING BOOKLET 
Strathmore Paper Co. of West Spring 
field, Woronoeo and Turners Falls, Mass., 
has published a new booklet entitled, 
Papermaking ... the Strath 
Way.’’ An excellent 


to the fundamentals of fine papermaking, 


‘Quality 
more introduction 
the booklet is concise and easy to read. 
\ll the processes connected with making 
line quality paper are deseribed in detail, 


Acco npanied by outstanding photographs. 


There is also a brief outline of the his- 


torical background of the well-known 


paper company. Along a 2” strip at the 





top of the center spread of the booklet, 
chart of 
stepped off 


is an interesting flow papel 


making. sJelow, on pages, 
are photographs and deseriptions of each 
of the individual operations. For a free 
Advertis 
Promotion Dept. of Strath 


West Springfield, Mass., 


copy of this hooklet, write the 
ing & Sales 
more Paper ('o., 


or Circle No. 341. 
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AUTOMATIC WRITER 


Dashew Business Machines, Inc., Dept. 


O3, 5886 Smiley Drive, Culver City, Calif., 
makes the Databosser V100-EW, an elee 


tronic data machine which 


‘PSSING 
proces Ing 


automatically sets type and embosses 


metal plates for identification, writing 


or addressing, while simultaneously pe 
forming four auxiliary operations to pre- 


pare plates for many export industry 


systems applications and control pro 


cedures, It IS activated and eveled in 


its operations by punched cards, punched 
addition to 


tapes or magnetic 


tapes. In 





its basie type setting and embossing 


functions, the Databosser can automa- 


tically and simultaneously attach tying 


wires to plates, emboss sequence num- 


bers, cont embossed characters for easier 
reading and notch plates for coding or 
sorting. When cveled for repetitive pro 


duction the equipment delivers up to 


6000 completed plates per hour. Faster 


procedures, lower clerical costs and 


avoidance of costly errors can be pro 
identification of material 
This 


connected to 


vided for 


shipped overseas. electronic model 


can be other common 


language machines to link factory con 


with other administra 


tive systems. When activated by punched 


trol procedures 
cards or tapes, the Databosser will auto 


matically set type for and emboss an 
1000 different 


hour. Each plate can contain three lines 


average of plates pe 


of variable data and two additional 
lines of repetitive data, with 20 char 
acters a line. The production rate in 


creases in proportion to the repetitive 


single set of data. For 


production of a 
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example, 100 each of 50 different sets 
a total of about 5000 plates 


per hour can be produced, Each set of 


of data, or 


data can be coded for automatic quantity 
control. Other than loading blank plates 
and plates, all op 
Machine auto- 
runs out of plates 
Semi-auto 


remoy ing completed 


erations are automatic. 


matically stops if it 


or programming material. 


matic, manual models of the Databosser 


are also available. Databossers can be 


either purchased or leased. Dashew makes 
plates in ten coding colors and supple 
mental writing tools for control and 
identifications conjunction 
with the Databosser. For More Informa- 


tion Circle No. 319. 


systems in 


OPEN SHELF FILES 


Estey Metal Products, Ine., 1 Cath 
erine St., Red Bank, N.J., makes Estey 
Open Shelf Filing Units featuring 


bracket shelves 
ean be lifted out, 
blocks. Folders 


shelves for filing 


rantilever supporting 


which and patented 


follower overhang the 


and 


Casy 


pulling. 





Shelves 


dimensions and for single-face or double 


desired 


come in nearly any 


face filing. Optional equipment includes 


finished end panels and pull-out reference 
shelves. While shelf files save from 40% 


to 60% in floorspace, Estey units are 


designed for narrower aisles and addi 


tional savings. Their illustrated brochure 


shows how their files increase working 


ease and speed; reduce chance of mis 


filing through a system of tinting folders 
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with color blocks. For a free copy of 


this brochure, Circle No. 388. 


INDEX TAB 
Labelon Tape Co., 450 Atlantic Ave.,: 
Rochester 9, N. Y., makes a self-sticking, 
plastic-protected indexing tab for use on 


loose leaf sheets and dividers, bound 


books, acetate manuals, file 


folders, ete. 


protectors, 


Labelon Tabs are sold in 


soe packets, each containing four 6” 


strips which can be cut to the desired 
size. For indexing or color coding, they 
are available with red, black, green, blue 


and vellow borders, All typing is done 





- 
o 
< 


directly on the protected tab itself. No 
separate ecard need be typed and inserted. 
The 


clean, 


There is nothing to fall out. tabs 


stick without moistening to any 


dry, smooth surface including acetate, 


and they ‘strip off cleanly from most 


smooth surtaces. 
thin 


thickness. 


The entire product is 
adding negligible 
flexible and 


and non-bulking, 


Labelon Tabs are 


serve as a reinforcement. Packed in a 


7” x 316” x 31%” box which becomes a 


display that simulates a card file. Tabs 


are ‘‘filed’’ in this simulated drawer 


Kach box contains 


eolor. 


tabs. 


according to 
56 packets ot Kor free samples 


Circle No. 328. 


OFFSET ACCESSORIES 
Products, 30x 301, El 
rollers, foun 
wheel 


Offset Rubber 
Monte, Calif., makes offset 


tain bottles. and ejyecto! streak 
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eliminators. Their new line of rollers 
incorporates many advance features in 
eluding special formula rubber com 
pounds for both ink and water distribut 
ing units, greater use of ball bearings 
and other improvements designed to 
utilize the advancements now being made 
in the offset field. Their non-breakable 
plastic fountain hottle has a one-piece, 
self-stopping polished aluminum cap, The 
wheel streak eliminator is for the Series 
1200 Multilith offset duplicator. For 
More Information Circle No. 343. 


MOVABLE PARTITIONS 

Mills Co., 968 Wavside Road, Cleve 
land 10, Ohio, offers the 1956 Mills Walls 
Catalog, a 68-page workbook of detailed 
information on flexible interiors for 
ottices, factories, schools and buildings 
of every type. More than 50 photo 
graphs show typical installations and 





the book gives complete information on 
Mills design and construction features, 
specifications and detail drawings, meet 
ing all the requirements of a practical 
book for planning interiors which pro 
vide constant efficiency in the use of 
space. Mills Movable Walls offer flex 
ibility, economy, early occupancy, at 
tractive modern design, fire-resistant 
construction and ease of maintenance. 
Separate sections contain complete in 
formation on the three types of Mills 
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Walls, Flush Pilaster, New Executive and 
Commercial. The entire line of Mills 
aceessories and hardware is also de- 
scribed and illustrated. For a free copy, 
Circle No. 357. 


EXECUTIVE POSTURE CHAIR 

Milwaukee Metal Furniture Co., 101 
N. Campbell Ave., Chicago 12, Ill., makes 
the M-9000 Exeeutive Posture Chair with 
foam rubber back shaped to fit the spine. 





This feature plus its synchro-tilt mecha- 
nism provides fatigue relief in executive 
posture seating. The chair is available 
to match all standard steel desk finishes 
and may be upholstered in choice of 15 
different colors of elastic Naugahyde or 
over 25 colors of top grain leather. For 
More Information Circle No. 384. 


SAFES 

Meilink Steel Safe Co., 1672 Oak 
wood Ave., Toledo 6, Ohio, now equip 
all their safes with a relocking device. 
This additional security has been stand- 
ard equipment on the company’s Class 
© single door safes for the last three 
years. The Meilink relocking unit goes 
into action immediately in ease the 
safe’s combination lock is disturbed by 
any drilling, jamming or pounding. The 


precision-type mechanism automatically 
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that the 
turned. 


releases the relocking bolt so 
door handle of the safe 


There will be no additional cost for the 


cannot be 


which hereafter will 
Meilink’s Class A, 


hour 


relocking deviee, 
be an integral part of 


Bb, and 


well as Class C 


sates, us 


double door One 


models. The Underwrit 


ers’ Laboratories Relocking Device Janel, 


which will safes, makes 


it possible for the 


appear on all 
user to obtain an 
additional 10% discount on burglary in 
surance premiums. For More Information 


Circle No. 369. 


DISPOSABLE WIPERS 
Chester, Pa., 
wipers in 


Scott Paper Co., makes 


disposable two 
Scott No. 59 consists of two-ply sheets 
1354”; Seott No. 58 are two pls 
1014”. 


for size and are 


pape! SIZeCS, 
954” x 
954" x 30th are identical except 
packed in boxes con 


18 boxes to a case. 


taining 125 wipers; 





Each box has the Scott pop-up feature 
that makes another wiper available the 
from the 


container. Wipers are Perf-Embossed for 


instant one has been removed 
durability, through cleaning action and 
maximum dirt retention. Chemical treat 
ment creates wet strength. Paper wipers 
are inexpensive to buy and handle; as- 
whenever needed, for 
heavy or work. For More In- 
formation Circle No. 321. 


sure a clean wiper! 


precision 
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SHELF FILE FOLDER 
Theodore-Deck, 
Horizon file 


Columbia, 20 rue Paris 


15, Franee, makes patented 


folders for shelf filing svstems. These 
have a long, metal suspension hook to 
assure the folder’s stability. Kolder 
cun be easily removed or replaced in the 





file by simply out or push 


pulling then 
back. Made of top 
card stock to hold up 14” of filed mate 
rial, Horizon folders can be 


ing them quality 
used in anv 
shelf 


manutacturing 


lateral file cabinet or Svstem. 


Columbia offers licenses 


for these infor 


Circle 


folders. For complete 


mation, write above address or 


No. 326. 


RADIANT HEATING 
Architectural Products Div.., 
Manning Co., 5970 Northwest 

Chicago 7 ee ht ae 


velopments in the 


Burgess 
Highway, 
latest de 
Surgess-Manning Ra 
that heats or 


sound 


presents the 


diant Ceiling cools and 
control, in an illu 
sulletin No. A-158. The 


bulletin covers a description of the three 


incorporates 
strated brochure, 
way functional ceiling, illustrating com 
ponent parts and methods of installation, 
as well as performance charts and con- 
trol methods. Illustrations of oftice build 
ings, schools and hospitals now using the 
addition to a 


ceiling are ineluded, in 


short radiant 


a free copy, Circle No. 368. 


treatise on the subject of 
heat. For 
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NEW SPIRIT DUPLICATOR 





$134°° ...: 


COUNTER $10.00 EXTRA 


Look at today’s best buy in spirit 
TOMATIC FEED . - 
AUTO e duplicators! The new BDC brings 


you every important feature — in- 
cluding an automatic feed—for less 
than you would expect to pay for 


ROLLER MOISTENING hand fed equipment. 

Cam operated, the new BDC Spirit 
Duplicator will give years of service- 
free performance. Compare the 


GRAVITY FLUID SYSTEM 


PERFECT REGISTRATION 


AUTOMATIC MASTER CLAMP superb design by Burton Tysinger, 
check the outstanding technical fea- 

PRESSURE CONTROL tures, and write for complete infor- 

mation today. Bohn Duplicator 

Corp., 444 4th Avenue, New York 

BALL BEARINGS THROUGHOUT -/ dutuicendiciniieuen 


16, New York. 


GUARANTEED I YEAR 


For More Information Circle No. 168 
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If your storage area 
Jooks like this \= 


It is costing you dearly in floor 
space and loss of employees’ time. 


Every Type of Industry i 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


These nylon bearing, smooth op- 
erating files are available in any 
size. Stack and interlock them 
one on top of the other or side by 
FLOOR SPACE ~ side in any available location. No 

gee cord — = : it waste space inside or out. De- 

more than “o in valuable Him ‘of : A 

floor space. The appearance i Atl ‘ signed to fit the re« ords they hold. 

of the files has been improved, j 

and the storing of records is 

much easier in neatly 

ranged stacks making 

cleaning problem simple. 


ATTRACTIVE WORKING AREA 

Efficiency engineered system 

of drawers to fit YOUR form 

and YOUR space provide a 

flexibility that is unparalleled 

in filing equipment. 

The Nylon Bearings make 

heavily loaded drawers 

GLIDE easily and quietly. 

A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. 


P. O. BOX 581 


RECORD FILES, INC. | 
| 
stop and see us at his convenience. 7 WOOSTER, OHIO 
| 
| 
| 
| 


P. 0. BOX 581 © WOOSTER, OHIO 


Please have your nearest representative 


‘ete Specialists in RECORD STORAGE EQUIPMENT 
Call us for a survey and demonstration 


of equipment. 


For More Information Circle No. 141 


Address 
City State 
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TAPE DISPENSER 


Minnesota Mining & Mfg. Co., Dept. 
Paul, Minn., metal, 
heavy duty Scotch tape dispenser which 
features 


20, St. makes a 


modern styling, an 
cutter edge, and a rubber cushioned base. 
It is finished in metallic and 
weighted to prevent slipping during use. 


impro ed 


gray 


Major use of the portable dispenser is 


expectea to be in busy stores, general 


offices and industrial production areas. 


Each unit will accommodate 2,592” rolls 
of Seotch cellophane tape or most 60-yvd. 
rolls of Scotch paper tape in widths up 
to 1” on 3” cores. The dispenser (without 


For More Information 


tape is $3.95. 


Circle No. 318. 


SPIRIT DUPLICATOR 

Ditto, Ine., 2221 W. Harrison St., Chi 
eago 12, Ll, has added positive margin 
adjustment for copy alignment and a 
slotted drum for systems blockout work 
to its D-11 eleetrie duplicator. By turn 
ing a knurled wheel on the duplicator 
drum, the master can be raised or lowered 
mes OR indicates 


pointer on the drum 


the relative position of master to copy 


paper. This adjustment can be made to 


register the master with kiss-printed 


forms. In general duplicating, the oper- 
ator can use the adjustment 
placed too 

The 
magnetic 


to compen- 
high or low 
slotted drum 
blockout strips 
information on 


sate for 
on the 


copy 
master. will 
accommodate 
to prevent portions of 
the master from 
forms. \ 


available for $10 


appearing on certain 
drum is 


Price of 


complete magnetic 


additional. 
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Over 5,000 Ge 


FLOATING NOZZLES 


STOP Mis-feeds 


on your Multilith, Davidson 


and Webendorfer Presses! 





Wale FLOATING NOZILES 


U.S. PAT. 2266927 





Having feeding trouble with your 

OFFSET duplicator? 
Cut waste and operating costs — feed tissue, 
card, book paper without mis-feeds! 


WRITE for 
and your copy of "Pressman's 
Paper Feeding Guide", packed 
full of tips on paper feeding! 


more information 


Manufactured by 


ROLLER PRESS 
300 BROADWAY, SAN FRANCISCO, CALIF. 
For More Information Circle No. 276 
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QF 


proved D-11, less stand, is $375, 
tax. Standard features include 
| di 
adjustable feed and receiving trays, and 
fluid and pressure controls. For More 


29 
Ile 


Information Circle No. 3: 


it reset counter, automatic feed, 





Oo 






sera FILING SYSTEM 
C. L. Barkley & Co., 1220 W. Van 


3Zuren St., Chieago 7, IDll., makes the 


Lis 





13) TOTALING 





Findit Filing Svstem which comes pack 
aged ready for use and is simple to set 
up and maintain. It contains control 
guides with Barkley plastic tabs for 
magnified visibilitv. These serve as the 
main alphabetical guide and permanent 
index (in alphabetical sub-divisions fron 
25 to 3000 to meet individual require 
ments). Miscellaneous folders have the 
same alphabetical sub-divisions and are 
for individuals or firms whose corre 
spondence is not large enough to require 
an individual folder. Individual folders 
are for anv firm or individual whose cor- 
respondence exceeds six papers. The 
gummed folder label is typed with the 





} 


name and control guide number to facili 








tate refiling. Individual name guides 
with Barkley plastic tabs are used for an 
individual or firm for whom a number of 
folders have accumulated. The system 
is economical because the control guides 
and individual name guide folders can be 
used continuously. When folders are 
transferred, the miscellaneous folders 
serve as an index for the transfer file. 
For More Information Circle No. 354. 


CARBON MANIFOLD SETS 
Carteret Printing Co., 480 Canal St.., 


New York 13, N. Y., makes Duplisettes, 
10 10x11x21 designed to eliminate waste time and 


motion in typing carbon copies. Dupli 





settes are second-sheet-and-earbon unit 
sets and are inserted in the typewriter 
with letterhead or other form for making 
as many carbon copies as desired. They 
completely eliminate the time-loss of in 
serting, collating, lining up, removing 
FABBRICA ADDIZIONATRICE ITALIANA s and storing loose carbon sheets, and 
VIALE UMBRIA 36- MILANO -ITALY produce superior carbon copies, Add 


tional time savings are effected because 


For More Information Circle No. 236 
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Wide Choice é 
of Tops 





saisenesscanencemtoneneedten me senmnanenemenennenmenent: 


More Time for Management 


NEVER before in the history of Amer- 
ican business has the handling of de- 
tail been so important. Shaw-Walker 
“time-engineering” has perfected fea- 
tures that make the organizing and 
handling of office work easier. These 
features, exclusive with Shaw-Wal- 
ker, give management more time. 


“Built Like, 


4 Skyscraper 
4 





GHAW-WALKER 


Largest Exclusive Makers of Office Equipment 
Muskegon 9, Mich. Representatives Everywhere 





This stylized Work-Organizer Desk is 
the closest approach to desk auto- 
mation yet created. “Time-En- 
gineered” 22 ways to make each 
day's work easier and more pro- 
ductive. 86 models for every need 


Drawer Interiors Are Planned to make 
every move easier, faster. Drawers 
provide specific places for all work 
and working tools—keep top clear 
of everything but job at hand 
guaranteed to eliminate clutter. 


Modern As Tomorrow—Years ahead in 
beauty and comfort. Stylized base, 
recessed back. There’s a_ wide 
choice of top styles, top materials, 
drawer arrangements and color. 


For More Information Circle No. 149 
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and may be had in white, canary 


distributorships are invited. For 
sample s, Circle No. 375. 


OFFSET DUPLICATOR 
Davidson Corp., 29 Rverson St., Brook- 
lyn 5, N. Y., offers a brochure describ 
ing the Davidson Dual-Lith Model 





they keep stenographers’ hands clean, 
eliminating frequent hand washing and 
prevent smudging of papers. Carteret 
has specialized in simplifying procedures 
by designing and manufacturing forms 
and systems for the past 30 years. The 
firm is one of the pioneers in the develop 
ment of snap-out carbon-interleaved 
forms for every accounting, duplicating, 


and 


pink. Inquiries relating to available 


free 


242, 





pegboard and other forms application. designed especially for short run offset 
Duplisettes are attractively packaged reproduction and featuring finger-tip 
in colorful three-tone boxes of 500 each controls, all located within reach of the 





3 eopurar LABELING pPropucts 


——— PERMA-STIK, the self-adhesive tube or strip-iike 
label holder that is now open on three sides for 
greater utility. It will hold a card many times 
its own width. Very easy to use 
FOR BINS AND SHELVES—Avalleble In three sizes. 
PS-\/g V/2'x8”’ a! = ay S S-% % ed 35¢ per ft. 

"" 4c per 











FOR RING BINDERS 

Smeoth finished, durable metal senstruction— 
eelluleld window protects and keeps label clean. 
Neat uniform —— were 
80-1 for i” Ring Beas sccvccess cose 25¢ each 
80-1%- for iYe” Ring Beoks 300 80-2 for 2” Ring Books 35¢ 


SLIP-ON LABEL HOLDERS | 


FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back apne Will not warp or curl—made to 


Slip-On Py Bey: pos 

















ae zi ere $0.20 each 
PBM—i" x ekeeeensas = each 
oe Eo ae each 
OFFICE PRODUCTS, inc. 
9920 Freeland Ave. Detroit 27, Michigen 


West Sena Distributer: Aroh K. Ansty 
d@ St., San Franeleco 5 
















For More Information Circle No. 237 
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that you can eliminate 
with Bruning COPYFLEX! 


A tremendous amount of daily paperwork in your company makes 
“copy cats” out of valuable personnel. Again and again, these people 
copy by hand the same original information from one form to another. 
Their work is a big bottleneck that slows operations, causes errors, 
costs thousands of dollars! 

You can eliminate this bottleneck with modern Bruning Copyflex 
copying machines. With Copyflex, basic information is written 
only once — copies or other forms utilizing basic information are 
mechanically reproduced from the original. Letter-size copies 
are produced at less than a penny each for materials. Copyflex 
one-writing systems speed and simplify purchasing, production, 
shipping, invoicing, accounting, and a host of other operations. They 
free personnel for other important work, give you tighter control 
of operations, save thousands of dollars. 

Copyflex machines are quiet, clean, odorless . . . require only an 


electrical connection, can be operated by anyone. Mail coupon today. 


Desk Top Model 100 
Copyflex copies origi- 
nals 11 inches wide by 
any length. Makes up 
to 300 copies of differ. 
ent letter-size originals 
per hour. Only $498.50 
Other models available 
to copy originals up to 
46 inches wide, 


Charles Bruning Company, inc., Dept.32.G 
4700 Montrose Ave., Chicago 41, Illinois 
“. 
Please send me information on the Copyflex Process 
Copies anything typed, written, 4 10x and machines. 
rinted, or drawn on ordinary translucent , 
r paper — in seconds. OOO accent Title. —s 














Company caine inane 
Specialists in Copying Since 1897 peo a * 
Charles Bruning Company, Inc., 4700 Montrose Ave., Chicago 41, Ill. a ___ County ___ State 





in Caneda; Charles Bruning Co. (Canada) Ltd., 105 Church St., Toronto 1, Ont, 


For More Information Circle No. 182 
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Now 


0 Filtype’ 


on the Pays-for-itself 
alotal 


Finest professional 
quality photo lettering & 
display type 
The Filmotype low cost ‘‘Pays- 
for-itself’ Plan gives you the 
opportunity to use America’s 
No. 1 photo composition ma- 
chine in your plant or office 
without buying! You can return 
the Filmotype at any time! When 
you do decide to buy a Filmo- 
type, you pay only the differ- 
ence between rentals paid and 
total purchase price. 
@ Over 1,000 styles and sizes of 
lettering and type! 
@ Easily in second. 
produce sharp, black repr 
ts pennies to set a headline! 
type 15 a proved money, 
id work saver! 


Write TODAY for complete 
details and demonstration! 


FILMOTYPE 


60 W. Superior St., Chicago 10, lil. 
4 W. 40th St... New York 18, N.Y. 


For More Informaticn Circle No. 238 


operator seated at the delivery end of 
the machine. Push-buttons start and 
stop machine. The quick-change plate 
segment always stops in a predetermined 
position, making it accessible for easy 
master or plate changing. When a knob 
is pressed, the blanket is automatically 
washed. Seven finger-tip controls pro 
vide ease and speed for short run offset 
well as for long runs. The Model 242 

a mechanical double-sheet eliminator 
and steel feed rolls that automatically 
adjust for different stock thicknesses. 
In addition to regular offset reproduc- 
tion of line, halftone and multi-color 
work, seven other built-in printing meth 
ods are possible when using the appro 
priate attachments. For a free copy 
of this brochure, Circle No. 355. 


ELECTRIC COLLATOR 


Collamatie Corp., 102-3 State Highway 
Wayne, N. J., makes the Model 2400 
Duplex Console Eleetrie Collator, a 24 
bin model which is operated by a light 
touch of the hand. It is equipped with 


two fingertip starters, each activating a 


set of 12 bins. This allows one operator 
to collate from two to 24 pages at one 
time; or two operators can collate two 
separate jobs of from two to 12 pages 
each. In either case, the one or two 
operators are comfortably seated to keep 
the fatigue factor at a minimum. The 
machine includes a stapling-stacking bin, 
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New JUSTOWRITER Brochure Tells 
HOW TO SAVE 
20% TO 80% ON 

TYPE COMPOSITION 


The JUSTOWRITER is a cold-type 
composing machine consisting of two 
units-a Recorder and a Reproducer. 
The Recorder produces copy and a by- 
product punched tape. This tape then 
operates the Reproducer to set sharp, 
justified reproduction proofs or direct 
image plates at 100 words a minute... 
automatically. 


Eleven different type faces available in 
8 to 14 point size. Corrections and 
alterations are easily made on the 
JUSTOWRITER Model “AA” which will 
punch, read, revise or duplicate tape. 


Users save hundreds of dollars in 
composition on all kinds of work. Mail 
the coupon for the JUSTOWRITER bro- 
chure and learn how you, too, can save 
on composition costs. 

The above copy was set on the Justowriler 


= 
COMMERCIAL CONTROLS CORPORATION Dept. 0-36 
1 Leighton Ave., Rochester 2, N. Y. 


] Send brochure. 
[] | would like to see a Justowriter demonstrated. 
[] Send examples of savings with Justowriter. 


Company..... 


Address 
Soles and service offices in principal | j 
cities—listed in classified telephone ! City 
directory under typesetting equipment. 


| 
| 
| 
| 
PORIID acc cisecsae i ; | 
| 
| 
| 
1 
! 


Se | 


For More Information Circle No. 203 
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TYPEX 


Shit 1 WiblibbhbAZz 


SMIRACLE= 
ATU OU OU O e 
type-cleaner 


oa FOREVER are the messy, dirty, old 
ast and liquids that spatter 
e qu hi ? 


the 


MICHAEL FRUMKIN 
87-11 35th Ave 
Jackson Heights 72, N. Y. 


For More information Circle No. 411 


ETS 
MANIFOLO camer ae $s 


For your 
General Office Correspondence 


The LETTEREX CORPORATION 


1640 Connecticut Avenue, Washington 9, D.C. 


For More Information Circle No, 240 
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automatic or a 
speedy 


accommodating either an 
stapler, to facilitate neat, 
No installation 
counter may 


hand 
storage of coilated sets. 
is required. An automatic 
be included as optional equipment. For 


More Information Circle No. 383. 


STENCIL DUPLICATOR 
Milo Harding Co., 500 S. Monterey 
Road, Monterey Park, Calif., an 
nouneces the Geha Comet, a low cost, pre- 
built silk sereen duplicator. This 
machine will print office forms and direct 
up to full legal size. 


Pass 
cision 


mail from post card 


Actual printing area is 81%” by 13”. The 
Geha Comet uses paste ink like a print 
ing press, and is extremely clean and 
Other features include 
inking, 
color 


centered 


simple to operate, 


push button selective line com 


plete copy control, fast change, 


con plete copy alignment, pres 


sure control, automatie counter and auto 


matic release. Its sturdy construction 
assures the user years of trouble-free per 
fully guaranteed by 


For More Information 


formance and it 1s 


Milo Harding Co, 
Circle No. 371 


INKS & ADHESIVES 
Henry C. Stephens Ltd., 
N. 5, England, have published a 
booklet, ‘‘ Notes on the History, 
and Properties of Inks and 
which covers writing, 


Gillespie Road, 
London 
24-page 
Manufacture 
Adhesives,’ copy- 


ing, duplicating, drawing and marking 


-) 


inks, as well as glues, pastes and gums. 


For a copy of the booklet, Circle No. 380. 
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Stamping, marking or cancelling by 
hand is tedious, time-taking, high-cost— 
and unnecessary. Because a Pitney-Bowes 
Tickometer can do the work eight to 
ten times faster, and more accurately. 

And has shown important savings 
in thousands of companies! 


¢ The Tickometer will imprint, mark, 
cancel, or date—and count—up to 1,000 
pieces a minute. It is used on checks, 
coupons, cards, tags, sales slips, tickets, 
etc. It codes labels for product, and 
distribution control. 

e It feeds and stacks automatically, 
stops for faulty items, registers . 
whole or partial runs. So accurate \ 
that banks trust it to count 

currency! Easy to set, and can 

be operated by anybody. Has 

almost unlimited applications. 

e The Tickometer can be 

bought or rented, soon pays 

for its use. Serviced from 272 

places, coast to coast. Ask the nearest 
PB office for a demonstration...or send 
for free booklet and case studies. | halal iets simian 


: 1 Prrney-BowEs, INC. 
= Pitney-Bowes | 3440 Walnut Street 


7 7 Stamford, Conn. 
VIGO | 
= eed i i | Send free illustrated Tickometer booklet 


l | Send case studies 





Made by the originators of the postage meter I Address - 
.. offices in 94 cities in U.S. and Canada — ee ee ee ee ee ee eee ee 


s 

I 

| 

I 

I 

I 

Counting, Imprinting Machine | Name 
wall 


For More Information Circle No. 227 
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even a beginner avoids mistakes 
when instructions are color coded 


v 


x“ 


For those offices that use efficient, easy-to-follow 
color coded systems, Neenah offers matching colors 
in bonds, onionskins, ledgers and index bristols. They 
are available from any printer in the United States. 


And the colors remain the same year after year so 
your system of color coding is good anywhere, 
any time. 


c 
rs 
XY 
% 
x. 
Me 
% 


> 
» 


es 


neenah 
: 3 Keys to Selection and Use of Thin 
paper . Papers 


company Neenah Pattern Kit, containing a 
. punching, perforating, ruling guide, 
neenah, =: etc. 


IS 


rae 


wisconsin ‘ Your Guide to Better Indexing, con- 
’ taining tips on color control, tab 
arrangements, etc 


Signature 


; — ° 
Necnuh 01 
4 CO" a e Attach this coupon to your business letterhead and mail io 


FAL BUSINESS PAPERS 05% A 


SYACE \873 4%, 


OO _o eee 
SSIS M50 SR “ , 
% < OO KMS SRK ORK 
EIN eatatatectetcwtt as etetgictets tere tetettet wee iele 
For More Information Circte No. 151 


neenah paper company, neenah, wis. 
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RED & BLUE BALLPOINT 


Koh-I-Noor 
a 
ended 


Pencil Co., Bloomsbury, 
makes the Koh-I-Ball, a 
ballpoint pencil that 
on one end and blue on the other. Ae 


double 
writes red 


cording to the manufacturer, this is the 
first of its type on the market. The 
Koh-I-Ball has a light barrel, 
polished brass nose pieces on both ends 
and full-length red and 
inserts that can be easily replaced with 
refills. Sold by the 
mounted on 


wooden 


blue ballpoint 


available dozen, 


either display ecards or 


packed in boxes. For More Information 


Circle No. 365. 


PHONE AMPLIFIER 
Remler Co., 2101 Bryant St., San Fran 
10, Calif., makes the Seottie 3-oz. 
telephone amplifier for using a phone in 
a noisy location and for the hard of hear 
ing. It clips to the phone receiver and 


cisco 


' je 3%” in 


increases the acoustic output by 49 


decibles. Cuts out room noise and elec 


trical disturbances. Contains transistors 


powered by dime-size batteries which 


months. Volume ean be ad- 
Shatterproof black plastic case 
diameter. For More Infor- 
mation Circle No. 335. 


last for 
justed. 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


~ TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and 
small plants. 


Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 


Write for 
? 
Brochure ww 


and 
‘St of users 


cosily, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroanway 
Division of HEAT-TIMER CORPORATION New York 12, NY. ee 


For More Information Circle No. 301 
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LOCK FOR ANY FILE 
Reed Mfg. Co., Dept. L-1, 1045 Main 
St.. Waltham 54, Mass., makes an inex 
pensive method of locking ordinary office 
| and blueprint file cabinets to meet secur 
ity regulations. Their security bar set 
consists of rigid steel channel, finished 





M-8200 
with the 


luxury large seat 


gray lacquer, a notch pin which bolts 

the bottom section of the file, and a 

vis pin which bolts to the top section 

the file. Bars are available in various 
creates lengths to meet the needs of almost all 
file cabinets. Installation requires only 
drilling two holes in the cabinet. For 
More Information Circle No. 332. 


a great clerical posture chair 


XEROGRAPHY EXPLAINED 

Haloid Co., 56-15X Haloid St., Roches 

ter 9, N. Y., offers a 12-page brochure 

describing the versatility of: xerography 

in preparing masters for offset, diazo, 

spirit and other fluid duplicating. The 

Seine tei elie eeehdtene geet Auails eben the brochure illustrates and describes the 
METAL-LUX Model M-8200 Cierical Posture Chair complete line of XeroX copying equip 
ment for specific applications of all kinds 
of paperwork duplicating. It shows how 


MILWAUKEE METAL FURNITURE COMPANY : ; > tented ; 
xerography provides speed, accuracy and 


101 N. Compbell Ave., Chicago 12, Ilinois 


low-cost operation. For a free copy of 
the brochure, Circle No. 344. 


For More Information Circle No. 241 
178 Tue Orrice—March, 1956 





“trigger touch” electric stapling 


Saves time, effort, money! 
Bates Stapler “shoots” 5000 staples at one loading... ELECTRICALLY! 


e Fastens up to 20 sheets 


Eliminates tiring manual work, 
speeds up jobs... 
quickly pays for itself 


Acts at touch of paper 


“Shoots” rustless brass staples 
rifle fast 


Made with both single 
and double stapler heads 


clip coupon for 





full information 


th BATES 
manufacturing co. 


30 Vesey Street, New York 7 


Makers of Bates Numbering Machines, Staplers, 
Eyeleters, List Finders, Stamp Pads, Perforators, etc. 


e Stands up for years, 
proved in actual hard use 


e Compact, quiet, only 27 Ibs. 
e Rubber toes protect desks 


@ 110-120 AC motor drive, 
60 cycles, hair trigger switch 


- 


THE BATES MANUFACTURING CO. 
30 Vesey Street, New York 7, N.Y. 


Dear Sirs: | would like more information 
on the BATES ELECTRIC STAPLER. 


Name___ 
| Position___ 
| Company__ 
| Address___ 


For More Information Circle No. 162 
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FLUORESCENT LAMP 

Luxo Lamp Co., 102 
Tuckahoe, N. Y., 
spring fluorescent 
light weight steel construction, maximum 


Ave., 


balanced 


Columbus 
makes a 
features 


lamp which 





THE NEW FLUORESCENT 


LUXO 


flexibility and finger-tip maneuverability. 
A variety of brackets allow the lamp to 
mounted to flat 
permanently or 


be clamped or surfaces 


or walls, or to be tem 


Here is a fully automatic 

high speed machine. It will take 

post cards, insertion cards and all sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us an- 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 








porarily installed on desk, drawing board 
or wall. Available in a variety of colors. 
For More Information Circle No. 324. 


SOUND SYSTEMS 

David Bogen Co., Dept. 9B, 29 Ninth 
Ave., New York 14, N. Y., has published 
a 24-page- reprint of a series of three in 
formative articles covering the funda 
mentals of sound systems operation and 
this 


serie5, 


About 


installation. Co-authors of 
titled ‘*‘What You Know 
Sound Systems,’’ are Morty Sumberg 
of David and J. F. MePart 
land, MeGraw-Hill’s 
‘* Electrical Mainte 
carefully 


Should 


Bogen Co. 
assistant editor of 
Construction and 
The were 
those 


previous knowledge of the subject 


nance,’’ articles 


prepared as a with 
littl 


and clearly present basic facts on ampli 


primer Tor 


fic rs, hile rophones, speakers, impedance 


matching, systems planning and installa 
available from 


For More 


tion practices, Copies are 


above address for l0e 
Information Circle No. 36], 


each. 


. Roll strip labels 


2. Continuous pack form labels 


. Addressograph electronic facsimile tape labels 


4. IBM Type 407 tape labels 
5. Tip on or fully apply Government 
stamps or premium stamps 








CHESHIRE MAILING MACHINES, INC. 1644 N. HONORE ST.* CHICAGO 22, ILLINOIS 


For More Information Circle No. 242 
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Design and Produce Your Own 
FORMS CHARTS REPORTS 


Rules Lines and ‘Sets’ Type zn a Single 
Operation..........for any duplicating process 


The push of a button will automatically MAIL TODAY FOR COMPLETE DETAILS 
rule up a form of any kind—with single “ —_— 





or double lines and dot or dash leaders. RALPH C, COXHEAD CORPORATION 
Type matter, too, in various styles and | 720 Frelinghuysen Ave., Newark 5, N.J. | 
sizes can be composed with your rulings, 
too. You can prepare your forms directly 
on a litho-plate or stencil—or plain paper 

for photo-offset paste-up. You can pre- | 
pare elaborate charts and reports with 
bold-face types, italics, etc. Combina- 
tions of rules and types are limitless. 


| Please send VARI-TYPER Book C-64. 


PROV. .... 


——— memes 





For More Information Circle No. 155 
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Oulg ROCHESTER 
CARBON-RIBBONS 


offer ALL these features: 


PLASTIC 
, LEADER 


for 


4 ® Clean Hands 


@ Easier, Quicker 
Ribbon Changes 


"4.9 .5"9 a 
WARNING SIGNAL ; 
that shows end 
of ribbon is near & 


EXTRA SHARP "WRITE”’ 
Ribbons for ALL machines 


Write for a free copy of 


“The Story of Carbon Ribbons” 


It contains helpful information on 
carbon ribbons — what they are, 
how to buy them, and how to use 
them. It also describes carbon rib- 
bon attachments for typewriters, 
and shows all the known typewriters 
which can use carbon ribbons. For 
a free copy of this useful reference 
material, write to 


ROCHESTER 
RIBBON & CARBON CO., INC. 
21 Greenleaf St., Rochester 9, N.Y. 


SPECIALISTS IN CARBON RIBBONS 


For More Information Circle No. 243 
182 








CONTINUOUS ADDRESS STENCILS 

Weber Marking Systems, Dept. 8C, 
Div. Weber Addressing Machine Co., 
Mount Prospect, IIL, makes master sten 
cils for use on punched card automatic 
tabulating equipment. One operation 
prepares invoice, bill of lading or ship 
stencil for addressing 
labels or tags. Two 


_ 


ping form and 
shipping cartons, 
types of addressing stencils can be used 
Weber 
Stencils are cut as a by product 
and the Weber Con 


Stencils are 


with pune hed ecard procedures. 


Tab-On 
of the forms writing 
tinu-matic cut independent 
lv. Both types are furnished ‘‘supersens! 


tive’’ for cutting through typewriter 


ribbon Tab-On Stencils have a pressure 
adhesive strip along the top 


tabbed in 


sensitive 
edge and are advance over 


ship-to area oft forms, Thev are eut 
automatically with the customer’s ship-to 


address as a by product of the forms. 


An interleaved carbon sheet leaves a rib 
bon-like print on the first copy of the 
from 


form. Stencils are then removed 


| the originals and tabbed to copies going 


to shipping. Continu-matie Stencils are 


| mounted in continuous form on a mar 


ginal-punched carrier sheet. Normally, 
they are cut by re-running the cards that 
prepare the invoice forms in the same 
sequence, setting the machine to pick 
up only the address section and other 
order number if 


they are cor- 


information such as 
desired. After being cut 
related with the proper forms and sent 
to the with the 


shipping copies. In the shipping depart- 


shipping department 
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A Flick of the Finger and Paper Work is Reduced 
to the Minimum...The DENOMINATOR WAY! 


If you manufacture, sell or distribute, you want to know how much 
of each size, style, color or brand was made, ordered, sold, shipped 
or stocked. To compile this information you probably use these 
tally marks “ee. we “7. It takes a lot of time, doesn’t it? 


You can cut this time in half! Try tabulating with The DENOMI- 
NATOR!...a compact group of individual counters—custom-made 
to your sort and count requirements. It’s FASTER, more ACCU- 
RATE and far more ECONOMICAL! 


fy Send us your sort and count problems. Without obligation we'll 
W be happy to show you how The DENOMINATOR can help you 


greatly. Write Dept. 0-63. 


The DENOMINATOR COMPANY, Inc. 
ri, 261 BROADWAY, NEW YORK 7, N. Y. 
_ Tt 3 Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 133 
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| proouc OF 


i 
| RESEARCH | 


Fastest copy maker of them all! The new, All- 
Electric THERMO-FAX Copying Machine 
gives you perfect copies in just 4 seconds... 
for as little as 4¢ per copy. You make copies 
of typed, written, drawn or printed originals 
without chemicals, negatives or mastets ... in 
ordinary office light. Send coupon for detalla: 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX is a registered trade-mark of Minnesota Min- 
ing & Mfg. Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario 


p--------------------- 


Minnesota Mining & Mfg. Co. 
Dept. ES-36, St. Paul 6, Minn. 


Send complete details on the All-Electric way to speed 
copying and communications in my office. 


Name 





Company____— 
Address 





Se 


--------- 


For More Information Circle No. 126 
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ment, Tab-On or Continu-matie Stencils 


Weber 


customer’s 


are attached to a handprinte1 


for imprinting the address 
directly on the cartons within pre-print 
This eliminates the need 
for labels, and the time and labor it 
them. Tab-On and 


stencils can be 


ed label-frames. 
takes to apply Con 


tinu-matie used with 
other Weber hand devices and machines 


labels and tags. When 


prepare their shipment addressing maste1 


to address users 


as part of their forms procedure, time 
is saved and shipment redueed. 


For More Information Circle No. 317. 


errors 


STAIR CLIMBING TRUCK 
Valley Craft Products, Ine., 750 Jeffer 
Minn., 
Stair Cart, a 
truck for file 
bulky 


son Ave., Lake City, makes the 
Model 400 
hand 
other 


mechanism 


stair climbing 
cabinets, desks and 
items. A ratchet 


enables it to roll up stairs 


heavy, 


step by step as the operator pulls a drive 
cable. safety 
perfect control of the load at all times. 
\ belt reel can be adjusted to the height 
of the load. Jelt is 
rachet wheel and can be wrapped around 
] both 


loads 
operator can 


Two wheel brakes provide 


tightened by a 
vertically and horizontally. 


One handle the heaviest 
from the 


frame to change the fulerum. Skid rails 


loads because shoe slides out 





allow easy loading and padded frame 
eliminates scratching of load. Aluminum 
construction for lighter weight. 


Equipped with pneumatie tires for easier 


makes 


movement over rough terrain and to pre 
For More In- 


vent marking. Costs $125. 
formation Circle No. 356. 


DUPLICATING STENCILS 
A. B. Dick Co., 5700 W. Touhy 
Ol, Lll., makes the 1100 


priced mimeograph 


Ave., 
Chicago series 


economy steneils 


Send now for FREE folder 
on the many office uses of 


X-acto replaceable-blade Knives. 


48-73 Van Dam Street 





L.1.C. 1, New York 


For More Information Circle No. 244 
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which are highly resistant to typewriter 


Right At Your Finger Tips eutout. The new stencil sheets are dur 





able for long copy runs, especially when 
A Plastic Binding Kit used with new quick-dry “a inks, and 
have a superior signature strength. The 


For Scrapbooks and Albums stencils are en a dark 


blue color, available in legal and 
letter sizes with and without film top 
ping. For More Information Circle No. 
340. 


HAND CLEANER 


Columbia Ribbon & Carbon Mfg. Co 
Glen Cove, N. Y., announces Clean Hands, 


a hand cleaner which will remove prac 





tically every office stain from carbon 


smudges to hectograph stains, including 





Exciting new do-it-yourself binding kit, 
simple enough for a child to operate 
Just insert the pages and punch, then 
pick a colorful binding tube from the 
spin dial base, snap into place and in 
seconds you have a real professional- 
looking colorful volume. 


Other models available— 
write for free booklet to department 0-3 


TAUBER PLASTICS INC. 


200 Hudson St., N. ¥, 13, N.Y. Call WOrth 4-5621 





For More Information Circle No. 303 water soluble inks, ete. It eliminates 
the need for strong, harmful solvents 

and harsh serubbing. Packaged in an 
MANAGEMENT SEMINARS 8-oz. unbreakable polyethylene squeeze 
bottle with a sure-lock top to prevent 


Attendance limited to six persons |.) spitiing when stored on its side, The 
Five-day SESSIONS e g AM.-5 PM. cap’s controlled flow assures easy appli 


cation by gently squeezing the bottle 





Uses of Electronic Computers which applies a small amount of Clean 
Mechanization Other Subjects Hands to the palm. It is light and creamy 
and, when massaged into the hands, lifts 

H. A. WARNER dirt from the pores. Hands are left soft 


(formerly Technical Director of NOMA) 
Box 19, Route 4 Elkridge 27, Maryland 


and clean. If applied before starting 








work, a simple washing with clear water 









For More Information Circle No. 304 
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INSTANT avatvasiury 


The fastest reference is Speedafile reference—direct from operator to card. Speedafiles 
are the fastest, simplest, most economical active card reference or record files. 


Now with MOBILE TRAY CARRIER, shown above at left and right, thousands of additional 
cards are instantly available to operator in the same floor space. Capacity increases as 
much as 60%. Optional CENTER LEG enables you to join, as shown in photo, two or more 
Speedafiles in one operating unit. 


Remember these three things: Speedafiles are faster; Speedafiles 
are simpler; Speedafiles are more economical. But get the whole 
story—illustrated literature with complete details—fill out the 
coupon below and mail today. 


MAIL COUPON TODAY! 
Tab Products Co., 57 Post Street, San Francisco 4. 
[_] Send complete information on Speedafiles. 
(_] (FOR PUNCHED CARD USERS) Send Catalog 7 de- 
scribing your complete line of tabulating accessory equip- 


[we > a © ee © ie Ot Oey wa) (om © ment 





: name position 
57 Post St., San Francisco 4 





address 








? Stina ii 


“ETTITATE TT. -« fri 7 BS e 


NEW BOOKLET TELLS... 


HOW T0 
INCREASE 
LETTER 
PULLING POWER 


write for your 
personal copy 


The effect of a personally typed letter 
cannot be denied. A typewritten appeal 
of the right sort, on any worthy prod- 
uct or service, means success. But, how 
can the cost be held down within the 
range of the item you are promoting? 
Auto-typist provides the answer. 

How to use individualized Auto-typist 
letters is thoroughly discussed in the 
booklet. Proven techniques of letter 
writing are covered also. Fill out the 
coupon for your copy. 


AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 53, 2323 N. Pulaski Rd., Chicago 39, Ill. 


Please send me a copy of **Quantity with Quality.’’ 
Nome 
Company 


Address 


For More Information Circle No. 262 
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will easily remove stains and normal 
grime. For More Information Circle 


No. 363. 


CARD FILING SYSTEM 
Southern Folder & Index Co., Box 
1232, El Dorado, Ark., makes the Dixie 
Filing System which uses guides with 
indexes in two positions at the left side, 
index 


and folders with two positions 








at the right side. This inereases effi- 
ciency of card files, since most card 
cabinets just fit the filed cards and it is 
not possible to have the guides above 
the cards. The Dixie System brings to 
card files guide high 


popular system 


used with large folders. Made for 3” x 5”, 
17"x6”, 5”x8” and 6” x9” with 25, 50, 
75 and 100 divisions. Also made for 
check size files. For More Information 
Circle No. 390. 


OFFSET-DIAZO FILM 
Copy-Craft, Ine., 105 Chambers St., 
New York 7, N. Y., 


film onto which a positive image may 


announces an acetate 


be transferred using any standard trans 
fer process photocopy machine. The con- 
trast of the image and the clear acetate 
film is so great that this makes a good 
burning-in presensitized 
positive offset plates, or for use with 
the diazo process. The quality is com- 


medium for 


parable to fine photographic negatives. 
For More Information Circle No. 366. 
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NEW! Victor Cal 





Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 
only machine with completely auto- 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli- 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed. 
Simplified automatic constant lever 


lets you multiply same figure repeat- 
edly without re-entering each time 

New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure. 

Don’t wait. Call for a free tryout! 
Look under “V”’ for Victor in the add- 
ing machine section in your classified 
phone book .. . or write. 


culator 


VICTOR ADDING MACHINE CoO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cosh 
Registers, Business and Industrial Systems, 
Electronic Equipment and Electri-Cars. 


New 
Automatic 
Constant 
Lever 


New 
Total Transfer 
Button 


New 
Select-O-Matic 
for Automatic 
li 
For More Information Totaling 
Circle No. 402 





AORTIC VALET _ 





Answer the Wraps 
Problem in Offices 


and Waiting Rooms 


These efficient VALET 

Racks keep wraps off wait- 

ing room chairs, aired, 

dry and in press. Hold 

, 4 A Coats spaced apart, hats 

Ly S\ umbrellas and overshoes. 

~ “* "Accommodate 3 persons 

per running foot. Come 

in lengths of 3 ft. 3 in. 

or longer by the foot. The 

S-6 Office Valet costumer 

accommodates 6 people 

—ends piling of gar- 

ments on others. Will not 

tip over, Built for life- 

time service of heavy 

gauge, welded furniture 

steel. Smart in modern 

‘baked enamel finishes. Units 

form a complete system of 

wardrobe equipment that pro- 

vides efficient wrap accommo- 

dation wherever people gather. 
Write for Bulletin OV-10 

VOGEL-PETERSON UO 








1121 West 37th St Chicago 9, II! 





For More Information Circle No. 261 
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DESK SETS 

West 26th St., 
makes a wide vari 
Lllus 


Sainberg & Co., 37-43 
New York 10, N. Y., 
ety of open stock desk accessories. 
trated is: their 4000 Series, custom tail- 
ored in 24-kt. gold on Cordova finish top- 
grain cowhide. It offers choice of four 


different desk pads, letteropener, 


sized 


@ 





pencil cup, rocker blotter, memo sheet 
holder, 


tionery rack, 


perpetual calendar, ash tray, sta 
wastebasket, pen set with 


roll calendar and calendar pad. Items 
may be purchased separately, individually 
boxed. Comes in brown, green or maroon. 
For illustrated catalog showing many 
other open stock sets with complete speci 


fications and prices, Circle No 393. 


THUMB-TACKER 
E. J. Hajny, Ferndale, Pa., offers a 
thumb-tacker which applies, removes and 


stores 40 tacks in its spring-loaded han- 
dle. Tacks can be used over and over 


again. It is ideal for hanging bulletin 
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“The Compiete Line — 
That Stands the Test of Time” 


RECORDS 
ETERNAL 
CARBON PAPER 


Ric pv ETERNAL 
— - i Stan A RIBBONS 


A standard of perfection 
in Fine Cotton Ribbons 
Light, Elite Medium, : 
Precise Medium, 

Service Medium, 
Medium Heavy, 

Heavy 


STORMS 
SERVICE BUREAU 


The Storms Service Bureau is ready 
to help you with special applications 
of Carbon Paper, Inked Ribbons and 
Carbon Rolls. You are invited to 
consult with Storms whenever you get 
such requests from your customers 


No obligation, of course 


H.M. STORMS | H.M. STORMS COMPANY 


Storms Building, Brooklyn 38, N. Y. 


COMPANY Gentlemen: 


[) We would like to know more about tne profit possibilities of Records 
Eternal Carbon Paper and Ribbons. Please send complete information. 
We would like a copy of the Storms Catalog. 

NAME___ rs 

COMPANY NAME 

ADDRESS 


STORMS BUILDING 
BROOKLYN 38,N. Y. 


SS SSS —eeEEee 


For More Information Circle No. 156 
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The light weight and 
strength of Fidelity Onion 
Skin will reduce Typing. 
Mailing and Filing ex- 
penses when used for Thin 
Letterheads, Copies, Rec- 
ords and Forms. 











ESLEECK MANUFACTURING CO. 


Specialists in Thin Papers 


TURNERS FALLS, MASS. 





For More Information Circle No. 245 
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board announcements, drawings, rifle and 
pistol targets, blueprints and tracings, 
signs, photos, ete. Price $2.95. 30x of 
80 extra tacks, 30c. For More Informa- 
tion Circle No. 379. 


EXECUTIVE CHAIR 


Taylor Chair Co., Bedford, Ohio, makes 
this No. 390214 executive’s desk chair 
which offers the comfort of a club chair 
with no bulk of overstufting. Clean lines, 


graceful continuous curves and the use 





of color and fabrie contrasts, make this 
chair a worthy example of the new trend 
in office styling. Upholstered with top 
grain leather and hard-surface weave 
fabric in a range of color combinations. 
Walnut swivel base. Priced at $290. 


For More Information Circle No. 372. 


WET PROCESS DEVELOPER 

Peerless Photo Products, Shoreham, 
L. I... N. Y., makes Peerless P-30 De 
veloper for wet process photocopying. It 
provides high resistance to fog, and has 
outstanding life and exhaustion qual- 
ities. Especially created for use with 
Peerless sensitized papers, the new de 
veloper makes copies with good deep 
blacks and whiter whites. It contains 
sodium tetraphosphate which keeps metal 
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in the 


ions and other impurities 
in solution 


acting and precipitating on the 


For More Information Circle No. 3: 


VOUCHER CHECK SETS 
Moore Business 
Falls, N. Y., 


set Voucher Checks in sets up t 


parts, which offer many features for 1 is printed on 24 lb Moore Safety paper 
cconomy while providing complete con in green, pink, blue, yellow, 
trol for users of voucher checks. This amber. Internal parts are 









Good 
Reasons 
with 


Si9-Na-lok +< 


and prevents them from re- 


Forms, Ine., Ni 
makes lithographed Speedi- 


Visible Equipment 


water standard product is available 
phantom, a second color and 
paper. ternal parts voided. Choice 


34, blue 


the paper only or on paper 


carbon. Punching may be 
» e 


on any side. 


lagara may be at top or bottom. 


forms, stub is at top only. 


» four 


PINVESTIGATE 


Before you BUY 





/1. Locking signal 


12. | Easily moved signal |Y 


FEATURE _[SIG)2)3/4 










FEATURE 
9. Accurate analysis locked signalling 
10. Pocket with wire and acetate lug 











'3. Protected pocket 








Y|11. Pocket lug riding on rail 





|4. Pocket tight to lug 





Y|12. Frictionless shift of pockets 





5. Positive visibility 


6. Ease of insertion 


7. Quality | : j 
8. Price 























14. Roller suspension slide 
15. Group shifting of pockets 








ol¥ 

Y 

Y 

Y 

13. Perfect layback of pockets Y 
Y 

Y 

Y 


16. Greatest card capacity 








of black or 
and earbons 
On unnumbered forms, s 


On numbered 


paper is available on internal parts. 


15 lb. 


THE OFFICE 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 246 
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tinuous Bond. Part 2 is yellow, part 3 
is pink and part 4 is goldenrod. Prefix 
or suffix numbers are also available and 
a backer in gray ink may be included if 


desired. This standard product now pro 

















FILE FASTER... POST FASTER... 





cuT PALEUN costs 





.. with 


SOR § KW LEK vides users of voucher checks with all 


the special features desired for a par 





. e ticular system to give complete account 
The fingertip magic ing records at economical cost. For 
More Information Circle No. 377. 


MASSAGE CUSHION 


Niagara Mfg. & Distributing Corp., 
Adamsville, Pa., makes a massage cush- 
ion which can be used by the executive 





Only 50¢ each 


NO MORE IRRITATING, CLUMSY 
RUBBER FINGERS OR UNSANITARY, MESSY SPONGES 


WHEN YOU USE SORTKWIK 





So easy to use—just apply to fingertips 
to create greaseless, stainless, tacky film 
Fingers pick up papers easily, quickly 
One application is long lasting. Washes 
off easily. Non-irritating | 
Time-tested by banks, insurance com- 
panies and business firms throughout 
the country to speed up their paper work. 
At your stationer or send $1.00 for two 
regular size containers to try out. 


LEE PRODUCTS CO. 


Dept. O-3 
2736 LYNDALE AVE. SO. @ MINNEAPOLIS 8, MINN. 





eis fener ie H 
while he sits at his desk. It utilizes the 
massage principle of cycloid action. The 


user can either sit on the soft comfort- 
able cushion or place it behind his back. 
Studies are said to prove that the cush 





For More Information Circle No. 247 
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202 REVOLUTIONS IS A REVOLUTION 


The cosmic speed of this new Compt- 
ograph 202 is an operating asset that 
revolutionizes office work. 

Other features that are sensational give 
the product a generous head-start on all 
other 10-key machines. It adds, subtracts, 
multiplies, even divides. and lets the true 
credit or debit balance always show in 
the Visi-Balance window. It figures faster 
than you think, with a rhythmic purr 
that’s gentle and quiet. The keyboard is 
compactly grouped, with operating keys 
in the space a hand can span without 
stretching or tiring. 


These features have a grand total and 


COMPTOGRAPH* 


it is this: time-saving speed and work- 
saving ease for improved efficiency and 
economy. If you would like a demonstra- 
tion on your work, look up the Compt- 
ometer-Comptograph representative in 
the Yellow Pages. or send the coupon. 


For More Information Circle No. 110 
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Peete ey 


ge Oa ii agers eee ees " 
1 FELT & TARRANT Mfg. Co. | 
I 1715 North Paulina St., Chicago 22, Illinois | 
- Gentlemen: Without cost or obligation — 
| CI want more information about the new Comptograph | 
| C2 Please arrange an office demonstration | 
| CO Please arrange a free office trial | 
y | 
| Name | 
Company | 
l 
| Address " 
City Zone State 
; Other products: The COMPTOMETER® ADDING-CALCULATING \ 
| MACHINE and the COMPTOMETER® DICTATION MACHINE | 
. Offices in principal cities and throughout the world 
Gain ew a wea oadn Gan Ugly Si ub eale DG Ge Gab Gide Maar dil ele On inh ean tae ate wl 
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You be the jury. Con- 
sider these facts. You 
can't equal genuine 
“Action-Tested’’ Olym- 
pia Typewriters. They 
‘are built to meet every 
requirement a typewriter must fulfill. You can’t beat MODEL SM3 
OLYMPIA know-how that comes directly from our fac- WITH 13 INCH 
tory experts who design, build and test these famous CARRIAGE 
typewriters. When you deal with us you are assured 

of the finest machines, the finest parts and the best 

possible deal. You will like our fair prices and con- 

sistently high quality. 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


For More Information Circle No. 117 
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ion helps relax the taut, tense executive 
while he works. 
the office or 


Cushion can be used in 
home. A similar 


being tested by the 


type of 
Armed 


K'orces for use in relieving fatigue among 


cushion is 
its personnel, under 
tension. Available 
and plastic finishes. 
For More Information 


particularly those 
and 
in various fabries 
Retails for $110. 
Circle No. 394. 


SPIRIT DUPLICATOR 

Rex-O-graph, Ine., 7840 W. Hicks St., 
Milwaukee 14, Wis., 
atic Model RES-4 duplicator. 
Fluid is fed through a flow 
tank from a gallon throw-away container 
concealed in the cabinet. 
not stop to 


constant strain 


makes the Svstem 
systems 


constant 


Operator need 
refill fluid container. Fluid 
remaining in tank after use drains back 


c 


There is no loss 
The 
mechanism 
feed 
from 


into fluid chamber. 


through evaporation. 
feed 


paper 


Systematic 
with 
rubbers. 
hand 


has a forward 


easily adjustable 
lever 
feed, 
from floor and cabinet’s two side trays 


Releasing a converts 


to automatic Feedboard is 264” 
are removable to save space. Copies are 
ejected into elevated receiving tray for 
Tray adjusts for dif- 
ferent sizes and weights of paper. Ma- 
with an 


easy inspect ion. 


chine has one control switch 


overload cutout. Automatie operation is 


controlled by two foot pedals. leaving 
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Advertisement 


NEW PAPER CUTTER 

Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
duplicating, small offset and repro- 
duction departments. It is manually 
operated and will cut a 2” thickness 
of paper. Of all steel construction 
with detachable, hollow ground 
blade, automatic safety latch, bal- 
anced lever and adjustable back 


gauge. The cutter is 26” wide, 2214” 


ger AEE Hg 235% me 


deep and 3414” high including han- 
dle. Cutting width is 141%”. Inside 
cutting length, knife to back gauge, 
is 1334”. 

For More Information Circle No. 248 


CASH REGISTER 
RIBBONS 


Illustrated price list on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 
For More Information Circle No. 249 
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+ METAL SIGNALS — 
K u -V t $ e for Vertical Records — 


———_ 


METAL SIGNALS 


N u- -Vi L : __fer Visible Systems 





No. No. No. 


04 O09 02 
TRANSPARENT 


Cellugraf SIGNALS 


for Visible Systems 








TRANSPARENT 
CRIMPED 


~ Crimpgre 


Signals for Protected Visible Cards 
\ ‘\ 


Also a full line of Maptacks 
and Map Flags 


Free Descriptive Folders Sent on Request 
GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 250 


Nee 


Magnetic slot 
holds blockout mask in any desired posi- 


operator’s hands free. 


tion. Masters are easily inserted and 
Only %” stripping margin 
For More Information Circle ~ 


reinserted. 
required, 


No. 353. 


EXECUTIVE DRAFTING MACHINE 


Universal Drafting Machine Corp., 
7960 Lorain Ave., Cleveland 2, Ohio, 
makes the executive Desk Topper, a per 
sonal size professional drafting machine, 
complete with folding drawing board, 
accurate metal scales, instrument box 
and carrying earton or custom-built 
travel case. The user can have a draft- 
ing room wherever he goes: at home, 


office, hotel room, on plane, train or in 


the field. There is no need for an extra 
drawing table or lamp. Desk-Topper 
operates on your desk or a_ standard 
table. <All items store compactly in an 
average desk drawer or cabinet. The 
drafting 
capacity of 22” x 34”, while the folding 


machine provides a drawing 


drawing board accommodates designs up 
to 17” x 22”. Machine may be used with 
or without the board. It includes 360‘ 
protractor, automatic 15° indexing, full 
baseline selector and many other fea- 
tures. A range of scale graduations are 
available for varied needs, ineluding 
elite and pica typewriter spacing for 
forms design. For More Information 


Circle No. 362. 
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PAPER FASTENER 

Bathrick-Collins, Ine., Medina, N. Y., 
makes the Paper Welder with which no 
metal fastener or wire of any kind is 
used so it never requires refilling or ad 
justment. Pressing down the lever forces 
the paper between two steel dies which 
make almost imperceptible indentations. 
So strong is the ‘‘weld’’ that the paper 
will tear before separating. However, by 
running the thumbnail or any smooth 


object over the fastening, the crimp is 


Want a penny-pinching 
mailing scale ? 


@ The pennies saved by this precision-built 

Pitney-Bowes scale on each day’s mailing 

quickly add up to dollars saved. 

@ This little model 4900, newest of PB’s line of 

mailing scales, is just what every 

small office needs. Its 
cylindrical computer 
shows accurately and 
clearly the amount of 
postage needed from 
¥2 ounce to | pound, 
for all classes of mail. 
Prevents loss of postage 
through overpayment 

...and loss of good will through underpayment, 

with resulting “postage dues.” 


e Larger models for larger mailers. Ask your 
nearest PB office to demonstrate, or write for 
post map and zone finder free illustrated boo!:let. 


PITNEY-BOWES Mailing Scales 


= Pitney-Bowes, Inc., 3483 Walnut St., Stamford, Conn. 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 


Made by the originators of the postage meter 
. offices in 94 cities in U.S. and Canada 
For More Information Circle No. 251 
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Now... Carbon?! 
“Weather Cond 


Carter's Special Occasion 


Carbon Paper 


Special Occasion is more than a good car- 
bon ... it is the result of an entirely new 
approach outperforms and outwears 
ordinary carbons because of an exclusive 
Carter development, the “Weather Condi- 
tioned” formula. 


Your own test will do more to show you 
why “Weather Conditioned” Special Occa- 
sion Carbon is the carbon for your office than 
anything we might say. 

Make your own rigid test. Write us for 
samples, telling us whether your office has 
electric or regular typewriters, and how 
many copies your secretary usually makes. 
Then you'll know why “Weather Condi- 
tioned” Special Occasion is the most modern, 
yet the most economical carbon your office 
can use. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 


For More Information Circle No. 252 
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and the 
easily without using any tool. 


smoothed out papers separate 
The pape 
is not there is a substan4 


damaged and 


tial saving in the bulk of filed material. 
Finished in a highly polished chrome, 
the Paper Welder retails for $13.95 
slightly higher west of the Mississippi). 
For More Information Circle No. 395. 


MODULAR FURNITURE 
Art Metal Construction Co., Jamestown, 
Phe Mas 


complete line of 


offers a 20-page 


El-Unit 
furniture and panels, 


catalog of the 
modular office 
Ineluded are illu 
h1-Unit 
work top and desk; work 


strations of all space-saving 
combinations: 
top and base modular 


panels with or without furniture. Typical 


eabinets; and 


layouts of modular offices are also shown. 


Individual pages are devoted to simpli- 
E1-Unit 
Metal Credenzas in com- 
Kl-Units. A 


shows 


fied assembly 
and Art 
with 


procedure, con- 
nectors, 
bination case history 
El-Units cut 
space requirement 20% and provided an 
additional six persons with job-tailored 
equipment. For a Circle No. 
322. 


installation how 


free copy, 


PHOTO-LETTERING MACHINE 


Halber Corp., 4151 Montrose Ave., Chi- 
eago 41, Ill., makes a floor model of the 


THe Orrice—March, 1956 





Typro photo-lettering machine. The new 
model has a functional cabinet base, mak 
ing it a self-contained unit with built-in 
darkroom and storage. Type proofs may 


be composed on film as well as pape 


and in reverse as well as positive in 
ordinary room light with ease and speed 
of operation. Offered on 30-day rental 
trial. For More Information Circle No. 


TYPEWRITER PAD 
Romaine Mfg. Co., Box 345, Fond du 
Lac, Wis., makes the Sta Put Typewriter 
ad of foam plastic which deadens sound 
and will not creep. This eliminates ex 


cessive machine wear causing skip spac 
ing. Pads are washable, fireproof and 
will not become hard. Sta Put Pads 
come in all sizes. Portable size is 79¢, 


standard size $1.25, electrie $2.25, adding 
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Carter’s Super 


Nvlon Ribbon 


Carter’s “Super Nylon’, with the 
Silver Tip, gives typed letters that 
“steel engraved Executive Tone.” 

Carter's “Super Nylon” gives you 
more “mileage” per penny than ordi- 
nary ribbons. 

Carter’s “Super Nylon” comes in 
three inkings, and in special tough 
fabrics for hard-pounding electric 
typewriters ... 

These are just three good reasons 
why Carter’s Super Nylon ribbons 
are actually less expensive than ordi- 
nary “‘economy brand” ribbons. 

For real proof of Super Nylon 
superiority, buy a dozen from your 
local dealer. Give that trial dozen 
your own rigid test and see why Super 
Nylons are better. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 


For More Information Circle No. 253 
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KEEP YOUR RECORDS 

















It might help... . if you want to keep a protective 
eye on them. But there’s a much easier way 
to insure protection against fire and 
theft. That’s with a Meilink A Label safe. 
And that’s because there is no safer 

safe. Loss of vital records—the main 
reason 43 out of 100 firms never reopen 
after a fire—can put you out of business. 
Think it over. Then see your Meilink 
dealer, or write Meilink Stéel. Safe 
Company, 1672 Oakwood, Toledo 6, Ohio. 


with Mian ii for keope 


Most complete line of safes and insulated products 


Meilink Steel Safe Co. 

1672 Oakwood Ave., Toledo 6, Ohio 

Please send me your folders on Meilink safes and 
Hercules insulated steel files. 








Company 


Street— Zone 





| 
! 
l 
! 
i 
I 
Name-——— 
i 
I 
i 
i 
I 
! 
| 





City. State 


Lame meee am eee aeae 


an ces ce ee oe oe ee 


For More Information Circle No. 254 


202 


ine $2. Made in 


2 gray and 
More Information 


Circle 


macl green, 
brown. For 


No. 329. 


NUMBERER-DATER 
Weber & Son, 1166 Broad St., Newark 
Model 95 auto 


matie electric numbering and dating ma 


J., announces the 


chine with five movements: consecutive, 


duplicate, triplicate, quadruplicate and 


repeat each controlled by a convenient 


lial which loeks to prevent aecidental 


change of setting. Pressing a reset lever, 


and turning the dial will change the 
The Model 95 is available with 


to ten wheels, in choice of type 


setting 

Trom five 
Machine automatically prints as 
Wheels, 


parts are con 


stvles. 


fast as papers can be inserted. 


frame and all moving 


] 


structed of steel life, and ma 


For More In- 


for long 
chine plugs in anywhere. 
formation Circle No, 359. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS soir 


SNAPOUT 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 255 L 
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PEDESTAL FILE 

Vue-Fax Corp., Westbury, N. Y., an 
nounces the addition of a Pedestal File 
to their extensive line of vertical visible 
record keeping equipment. The unit is 
constructed to reeeive ‘* drop in’ * 
Keonofiles in the tub and 
drawer section. 


large 
suspension 
This makes it possible 
to maintain the same posting level and 
reach from front to back regardless of 


height record being filed. The Pedestal 
File can be furnished with cither island 
base or casters and will hold up to 20,000 
cards. The photograph shows the Ped- 
estal File with a posting section forming 
a single desk unit. Posting section has 
a drawer; and the table section, with 
linoleum top, moves back and forth to 
facilitate 
referring to the lower drawer. 
Information Circle No. 367. 


when 


For More 


reference and’ posting 





' A TRIAL 
RUSH! ORDER FOR NEW 


LOWSTON DEE-R-TEE 
TYPE CLEANER 


. just brush over face of 
type, it becomes shiny new. 
No liquids to use , . . elim 
nates soiling of hands and 
clothing. They are long lasting. 
Fit all typewriters. Specify if 
needed for Royals. 


LANSDALE 
: PRODUCTS CORP. 
és: Box 568, Lansdale, Pa. 





For More Information Circle No. 256 
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sharpens 

all 

wooden pencils 
instantly, 
automatically .. . 
saves pencils, 
saves time, 
saves money. 


electro= 
# 
d 


world’s 
finest 
completely 
automatic 
electric 
pencil 
sharpener 


AT YOUR 
STATIONERS 
OR WRITE 


MANUFACTURERS == 3 INC. 
1825 MACKLIND _§ ST. LOUIS 10, MO. 


For More Information Circle No. 257 
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BEST 
FILING 
OFFSET PLATES 


STENCILS-NEGATIVES 
ATLAS 
MODELS 


Available in units 
for large and small 
plates, negatives, 
stencils etc. Ca- 
pacities 50 to 1400. 
DeLuxe ABC 

Files plates, 
stencils, etc. 

10°* to 21"" 

wide. 

Jumbo A BC 

Files plates, 
stencils, etc. 

10°* to 21"' 

wide. 

Portable 

Files standard 
stencils, 

plates, etc. 

Twin DeLuxe 

Files Standard 
plates, stencils, 
etc. 

Efficiency 

Models 

Storage, 
Table-Top and 
Filing. 

File-All 

For items 21"' 
wide by 28" 

deep 
You have a wide choice of cabinets and hangers 
wher you choose Atlas. 


ATLAS HANGERS 


Only Atlas Manufactures a Complete Line of 
Patented Regular and Nega-Plate Envelope 
Hangers in 11'/2”, 14” and 22” widths. 
SCHEDULE 
ATLAS LINE 








ITEM 


NEW 
ATLAS 
HANGERS 


ARRIVAL 


APRIL 
1956 














if FILING {| 


FOO LTEMCES OFFSET PLATES & MEGATIVES BAY ETC 
| bn 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
For More Information Circle No. 258 
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Cer ae ee: 


PLUMBING PIPE CLEANER 
Miller Sewer Rod Co., 4640 N. Central 
Ave., 
Miller 
clogged toilets, 


floor 


Chieago 30, Ill, makes the portable 


Sewer Rod House for cleaning 


wash basins, urinals and 


drains. Companies maintaining 


their own buildings ean often have their 
janitorial this work 
without running up expensive plumbing 
bills. 


stoppages up To LOO re: 


own personnel do 


This product, which will remove 
is offered on a 
30-day free trial. For More Information 


Circle No. 381. 


MOVABLE PARTITIONS 
Marnay Sales & Mfg. Co., 1265 Broad 
New York 1, N. Y., makes Parti- 
tioner free standing office partitions of 


way, 


stretcher level steel which need no tools 


to assemble or rearrange. Standard four 


way posts allow rearrangement in any 
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direction to expand or change layouts. 
Existing electrical or structural fixtures 
are not interfered with. Posts have ad 
justable, rubber capped, steel feet with 
a range of 1144” to compensate for uneven 
floors. A scuffproof plastic plinth cov 
ers this foot. Partitioners come in 11 
stock widths and heights of 89”, 54” and 
68”, with baked-on mist green, desert tan 
or gray finish. Panels are sound retard 
ant and available with clear or fluted 
glass, or pegboard instead of glass. Low 
priced; sold by linear foot. For More 
Information Circle No. 351. 


SAFE FILE 


Schwab Safe Co., Lafayette, Ind., 
makes the Model 1013-VL Vertical File 
Chest which provides protection against 
fire and burglary in the office or at home. 
Equipped with key lock and ten file 
folders with legible index tabs. Chest 
measures 17” wide by 138%” high by 914” For illustrated literature on this and 
deep outside. Inside it is 13”x10 1/3”x6". other Sehwab chests in different sizes 
Shipping weight approximately 50 Ibs. and styles, Circle No. 336. 





Save time... avoid costly errors... 


addressing multiple shipments 
as by-product of office procedure 


With STEN-c-LABLS, you actually elimi- 
nate several steps in the usual multiple ad- 
dressing process. The STEN-C-LABL is ad- 
dressed at the same time as your invoice, or- 
der or bill of lading, whatever your procedure 
or equipment. Addressing errors, mis-ship- 
ments are avoided. 


Shipping department makes unlimited im- 
pressions direct to PANL-LABL on carton 
with STEN-C-LABL applicator. You save the 
cost of buying gummed labels and the time 
to address and fasten to carton. 





STEN-C-LABLS can be prepared on any type 
of office equipment, such as IBM tabulating 
equipment, Card-o-type, Teletype, as well as 
{ manual or electric typewriters. 





Thousands of dollars are being saved by pre- 
sent users by eliminating office addressing of 
shipping labels and cutting costs on handling 
of multiple shipments. 


STEN-C-LABL, INc. 


2285 UNIVERSITY AVE. @ ST. PAUL 14, MINNESOTA 





Learn how STEN-C-LABLS can help 
solve your multiple shipping problem. 


Write TODAY for FREE brochure 
showing detailed operation. 


For More Information Circle No. 259 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART 


A typist, a typewriter and typing paper are 
all you need to keep your chart up to date 
It's that simple! 





ELECTRO-MOTIVE DIVISION 
TOR 


ES — 


¢ Sizes to Fit Any Organization Structure 
» All Parts Are Movable and Re-usable 
¢ Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-2. 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. 
For More Information Circle No. 230 


E = 


Twelve colors available. 

Special colors, sizes, 
printed and punched sig- 

RECORDS nals upon request. 

et 3 OE 8) > Gee) 1 


1 Main St. Brooklyn 1.N Y 
For More Information Circle No. 231 
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CHICAGO 14, ILL. 


=: alge “ge 
j ~ fn 7 
~~ ote loe te & 


HORNS BELLS ‘CHIMES 


just press the button! 
oe 


WALK — Don’t run to the Nearest Telephone 

Your switchboord operator just pushes a button; instantly a chime, a bell 
or a horn spells out a code call for someone away from his or her desk. 
The person being poged then responds via the nearest telephone. The 
WHEELOCK CODE CALL is the ideal among paging systems. And it’s so 
easy to install! WRITE FOR BULLETIN 4B-8 


Whubh SIGNAL, 


BRANCH 


Engineering 
Representatives 
in Principal Cities 

For More Information Circle No. 232 


To find keys as easy as letters . . . 


Organize your keys, like you file letters, 
so they'll be always available when 
needed. It ends valuable time lost 
searching for keys and unnecessary ex- 
pense if they can't be found. And with 
TeiKee’s Visible Cross-Index (secret 
code book) keys are readily picked 
out by authorized persons only. To all 
others they're meaningless. Yond for 
FREE catalog No. O-29. 


The MOORE KEY CONTROL Systems 


P. O. MOORE, INC. 300 FOURTH AVENUE, NEW YORK 10, N. Y. 
For More Information Circle No. 233 
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DISPLAY ALBUM 
Amberg File & Index Co., 1637 Duan 
Blvd., Kankakee, Ill., makes EM Display 
Albums 


new latex 


Redwood which is a 
impregnated material sub- 
jected to regular leather tanning proces- 
ses and materials in its preparation. It 
is claimed to 


bound in 


leather, and to outwear most leathers. 


look, feel and smell like 


The EM Display Album has inside sheets 
to accommodate 8%” x 11” displays, an 
embossed front cover, and is available in 
either 40 
double 


two mountings: plain black 


sheets, or 12 window acetates 
with 12 black and 12 white paper mounts. 
An inside pocket accommodates loose 
Kach 
boxed and shipped six boxes to the car 


For More Information Circle No. 358. 
STOCK CONTROL SYSTEM 

Addressograph-Multigraph Corp., 1200 
sabbitt Road, Cleveland 17, Ohio, offers 


a brochure on Unit Stock Control and In- 


material. album is individually 


ton. 


ventory Procedure which describes a sim 
plified 
control 


perpetual inventory and_ stock 


system. One advantage of this 
method is that posting to a stock card 
is unnecessary. There is complete con- 
trol of orders from receipt to delivery. 
resistant and 


Records are. fire water 


proot. Clerical expense is reduced, in 


voices are mailed on day of shipment 
and loss through misdirected shipments 
is eliminated. For a free copy of this 


procedure, Circle No. 348. 





BUYING 
50,000 SETS 
OR MORE? 


FANFORM construction. 














1735 East 30th Street 
The Mark 
of Quality 








Don’t Hesitate to Change Your Viewpoint! 


Before placing that important forms order, make certain 
you haven’t overlooked the NATURAL ECONOMY of 


Design YOUR Snapapart and Tabulating forms for 
FANFORM production and save the difference in cost. 
It’s yours ... the buyer of 50M or more sets. 


Somtmtm Aa; -—VvedureR 


Cleveland 14, Ohio 
Sales Offices in Principal Cities 








For More Information Circle No. 260 
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of the Office 





Systems Meeting Chairman 
Joseph A. 
Queen, 
manager and spe 


Mae 


svstems 


cial assistant to the 
vice president of 
Alan Wood Stee! 
‘0., Was appointed 
general chairman of 
the 1956 


Svstems 


Interna 
tional 
Meeting of the Sys 
tems « 


Founder and past na 


Joseph A. MacQueen D ansiuens 


Assn. of America. 
tional chairman of the 
Steel Industry Committee of 
MacQueen is president of the 


chapter and a 


Iron and 
SPAA, Mr. 
Philadel 
phia director. 
The 1956 International Svstems Meeting 
will be held Oct. 22-24 at the 
Stratford Hotel, Philadelphia. 


Basie 


national 


Jellevue 


Oil Industry Accountants 
National 


organizations of the 


leaders of the eight spon 


soring Conterence 
of Accountants will speak at the tenth 
sessions at the University of 
April 26-27. Theme of this 
vear’s which is expected 
to attract almost 400, is ‘‘ The 
Look What’s Ahead in 
Although the conference 
sentatives of varied 


annual 
Tulsa, 
meeting, 
Forward 
Accounting.’’ 
draws repre 
business, petroleum 


industry personnel predominate. Speak 
ers will inelude Frank H. Lennon, Pure 
Oil Co., Chicago, 
stitute of Internal 
van Pelt III, 
Walpole, Mass., 


Committee on 


president of the In 
John W. 
Kendall Co., 
National 
Planning 
Control, Institute of Amer 
ica; John H. Zebley Jr. of Turner, Crook 


& Zebley, 


\uditors; 
controller, 
chairman of the 
Management 
Controllers 


certified public 
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accountants, 


Philadelphia, president of American In 
stitute of Accountants; C. A. Peterson, 
treasury manager, Shell Oil Co., president 
of Petroleum Accountants Society of Los 
Angeles; Bruce L. Smyth, Federal Re 
Bank, president of the 
Systems & Procedures 
and P. C. 
Mobil Oil Co., 


man of the 


serve Chicago, 
Assn. of America, 
Salman, controller, 


New 
Division of 


Soconv 
York, general chair 
Finance and 
Insti 
treasurer, 


Accounting, American Petroleum 
tute. Carl J. 
Warren 


chairman of the 


Senger, assistant 


Petroleum Corp., is general 


cont erence, 


Southern Calif. Business Show 
The 9th 


Business 


Southern California 
Show, sponsored by the Los 
Chapter of National Assn. of 
Cost Accountants, will be held in the Am 
bassador Hotel, April 24-27. There will be 
over 60 exhibitors and an attendance of 


Annual 


Angeles 


15,000 is expected. General chairman is 


Rov EK. MeRann, Kittell-Lacy, Ine. 


lron-Steel Systems Meeting 
The 


Committee of 


Iron and Steel 
Svstems «& 
Assn. of America held its 13th quarterly 
Pittsburgh, Feb. 16-17. The 
program discussed ‘‘Cost Systems in the 
The BISI 
a specialized 
steel 


sasic 


Industry 
Procedures 


meeting in 


Steel Industry.’’ Committee 
is comprised of 
SPAA from 
Officers are D. R. 


Steel 


group of 
members companies. 
Anderson, Allegheny 


Ludlum national chairman, 


and H. W. 


deputy 


Corp., 
Stewart, Firth Sterling, Inc., 
chairman, The following commit 
tee chairmen were appointed: program 

W. N. United States Steel Corp.; 
arrangements and finance D. A. Porco, 
Crucible Steel Co. of 


Spray . 
America; member 
THE 
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easy to operate—easier to sell... 
the new ALL- ELECTRIC 


~ REGNA ADDING MACHINE 


Fingertips literally float over the moulded keys... everyone who tries 

this sturdy and dependable REGNA becomes a “high speed” operator... 
everyone who sees it admires the streamlined styling, the legible 

keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 


. 


Swedish steel, Swiss precision counters; 







different capacities from 6 total 7 up; 
fully automatic safety keyboard; rear ME 


rubber rollers for portability; in 4 
oA 

light grey and ivory. ff 

Also—low-priced hand 


operated models 


TERS, INC. S 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen 
Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 


Deale 
Address 
IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre Dame St. W., 
Montreal, Que., and Business Equipment Machines, 489-R King St. W., Toronto, Ont : 
OUTSIDE CONTINENTAL U. S.: Jorgen S. Lien, Box 507, Bergen, Norway City Zone State — 
For More Information Circle No. 113 
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Today’s BIGGEST VALUE 


im stencil duplicators 






Model 74 





BE RN 
“T had no idea... that 
the Geha Comet is so 
clean, so easy to oper- 


ate—and the copy is 
beautiful.” 





...at an amazingly LOW PRICE! 


( ( Quality Feotures: 
Here is a compact, precision-built machine with NY he. - 


so many quality features that it turns out the _——— 


same crisp, clean copies as the more expensive , 
models. Yet, it’s so simple to operate —so clean ¢ push-button selective 
(because it uses paste inks). line inking 

The Geha will handle all your office forms 


and direct mail from post card size up to full © complete copy contro! 


legal size (printing area—81/ x 13 inches) neat e fast color change 
and fast for just a fraction of printing costs. © complete copy alignment 
And because of the Geha Comet’s sturdy con- 
struction, you'll get years of trouble-free per- * centered pressure control 
formance! Fully guaranteed. © automatic counter 
At your authorized Tempo Geha Dealer, or : 
@ automatic roller release 


write... 


MILO HARDING COMPANY 
Established 1904 
Manufacturer of the most complete line of stencil duplicating machines and supplies 
500 South Monterey Pass Road, Monterey Park (Los Angeles County) Calif. 
San Francisco « Pittsburgh « Cleveland « Dallas 
For More Information Circle No. 106 
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~ 


ship and publicity H. I. Linn, Shef- 
field Steel Div., Armco Steel Corp.; rules 
and regulations—D. W. Blacka, Superior 
Steel Corp. 


Microfilm File Service 


All unitized microfilm serviees§ are 
provided by a new department of the 
Filmsort Div., Dexter Folder Co., Pearl 


River, N. Y. Services include mounting 
of 16 mm or 35 mm film on any standard 
tabulating, visible or ordinary file cards 
type of jacket. 
are provided for complete indexing and 
numbering. In 


and in any Facilities 
addition to 
of the Filmsort system to correspondence 
and other for filing, 
its use is being extended to systems for 


application 


records permanent 
handling engineering drawings, active 


personnel records, credit reports, case 
histories, maps, diagrams and other areas 
frequent, fast 
Russell S. Ellsworth is 
manager of the Filmsort Div. The service 


headed by Dorothy M. 


where referrals are es 


sential. general 
department is 
Barr. 


Manpower, Inc., Adds Offices 


The of eight offices of 
Manpower, Ine., was announced by John 
H. Frank, the 


president. With new offices in New Or 


addition new 


firm’s executive vice 


leans, La.; Evanston, Ill.; Jersey City, 
N. J.; Racine, Wis.; Sherman Oaks, 
Calif.; South Bend, Ind.; Springfield, 


Mass., and Waterbury, Conn., Manpower 
the 


service, 


has: 65 offices coast-to-coast. As na- 


tion’s most complete business 
Manpower, Inc., supplies offices and in 
with 


calculating, 


dustrial such services as 


temporary 


plants 
help, telephone 
secretarial, convention help, surveys and 


direct mail. Home office is in Milwaukee. 


Interest in New Equipment 
the 
Management 


A survey of 16,000 members of 
National Office 
vealed that interest in new office equip- 
ment and the 


highest levels in history. Of those reply 


Assn. re 
one of 


machines is at 


ing, 72% listed office machines and equip 
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Calculating 


ment as of primary importance, with less 
than 
interest. and  procedures’’ 
ranked and ‘‘methods’’ third, 
in total mentions. Second highest in first 
with 


5% indieating ‘‘less than normal’’ 
‘“Svstems 


second, 


place mentions was ‘‘accounting’ 
systems and procedures’’ third in first 
Almost half of the re 
spondents (44%) reported that purchases 


ae 


place mentions. 


of new equipment were planned for 1956, 
the 
$10 


highest figures reported being 


and $2 


two 


million million respectively 
while the average for all other companies 
$28,400, the 
prospec 
$100,000, 
Office Ma 


Exposition in 


was Aproximately 5% of 


companies reporting indicated 


tive purchases in excess of 
NOMA will hold its 
chinery & Equipment 
Philadelphia in May. 


annual 


Joins National Records Group 


At the regular monthly meeting of 
Records Management Assn. of New 
York on Jan. 9, the association voted 


in favor of joining, as a charter member, 
the American Records Management Assn. 
which is in process of organizing. 


Credit Executives to Meet 
The 29th 
executives associated with manufacturers 


annual conference of credit 
of stationery, office furniture, school sup- 
plies and kindred lines will be held at 
the Sheraton Hotel, St. Louis, May 16 
18. National chairlady is Mrs. Gladys 


Gill, assistant treasurer, Wallace Pencil 
Co., St. Louis. 
Office Automation Award 

Walter S. Johnson, president, Friden 


Machine 

Carl M. 
the 
contribution to 


announced 
Award 
the 
improve 


Co., 
annual Friden 


for 


the first 
of $1000 making 
the 
American busi 


person 
greatest 
ment of office methods in 
the 
to any phase of office auto- 


ness during vear. Anyone actively 
contributing 
mation is eligible. Winner will be chosen 
by a“committee headed by Dr. Howard 
Aiken, director of Harvard University’s 
Computation Dr. 


Laboratory; Simon 
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€-Zisort 
has the ANSWER 
to your PROBLEM 






Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


what 
keep, you will widen your controls, 


No matter records you now 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 


strate the advan. 





tages you can 
gain with E-Z 
Sort records, 


tailor-made for any of your office or 
plant procedures. Write today for 
facts, 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Francisco 5, Calif. 











Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 
For More Information Circle No. 264 
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Ramo, Ramo-Wooldridge Corp., Los 
Angeles, and Roger W. Bolz, educator 
and writer. Anyone may submit candi 


Friden com 


dates for the award to the 
Calif. 


pany in San Leandro, 


ACME Officers 
Walter J. 


Ssem- 


low, President of 
sarrington A ssoci- 
ates, was elected 
president of the 


Assn. on Consulting 
Management Engi- 
neers at their an- 
nual meeting. H. G. 
Crockett, 
for the 


years, 


president 
last 
was 





ave Walter J. Semiow 
named 

President Emeritus as an expression of 
contribu- 
tions to the profession. Mr. Crockett is 
a partner in McKinsey & Co., New York. 
Philip W. secretary 
of the association. Three vice presidents 


elected are John L. 


respect and gratitude for his 


Shay is executive 


3urns of Booz, Allen 


& Hamilton; G. Corson Ellis of A. T. 
Kearney & Co.; and Robert W. Kent 
of Bigelow, Kent, Willard & Co. Seecre 


John F, 
Scovell, Wellington & Co. 


tary-treasurer is Sengstack of 
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f need a SPECIAL index sumaite| 
( > build it yourself 
QS 


with... 
a 







Smith’s 
OPNWINDO 
Steel Guides 


Just type the | 
captions you need—slip them 
quickly into these movable 

clamp-on guides. 1001 other 
uses to save time and improve 


your filing. Available in 1” or 
2” widths. Packed 25 to box with 

labels in strips for easy typing. Also 

alphabetic labels to 200 subdivisions. 














See your office supply dealer or write 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 








For More Information Circle No. 199 


'YOU CAN’T LOSE 


IMPORTANT PAPERS 


i 


when you use 
U-FILE-M 
Binder 
Strips 


Save time, tem- 
pers and expense 
by protecting 
your important 
papers against 
loss, 
mis-filing. Adhe- 
sive U-FILE-M 
BINDERS, easily 
mounted in your 
present file fold- 
ers, quickly secure papers without bulk, neatly 
and in the proper sequence. Papers can’t fall out, 
be crumpled or lost through incorrect re-filing! 
Cost? Less than 2¢ per binder. At your stationer’s, 
or write for FREE SAMPLES. 


U-File-M Binder Mfg. Co., Inc. 
Syracuse 1, N.Y. 


For More Information Circle No. 201 
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THE MOST COMPLETE 


LINE OF FOF MS 5 






For All Departments 


Ordering 
Purchasing 
Shipping 
Billing 


Receiving 
Disbursement 
Production 
Collection 








ICAN: 
REGISTER 








2 to 7 

copies 

without 
adjustment. 






New modern design 
—dgreater flexibility. 


For use wherever security is wanted. Numbered 
contro! copy is automatically refolded into 
locked compartment. New longwear carbon as- 
sures perfect copy. 

co. 


AMERICAN REGISTER 
pept.ot FIRST at K Sts., Boston 27, Mass. 


For More Information Circle No. 200 












Multilith Owners! 
Better Presswork 


OR YOUR MONEY BACK! 
































Jumbo Shell is suc- 
cess-proven 10 yrs.! 
Thousands sold on 
approval, less than 
1% returned. Many 
in use 8-10 years, 
still good! Improves 
presswork amazing- 
ly. ‘‘It’s like 3 ex- 
tra rollers!’’ say 
users. Installs in 5 
minutes without 
drilling. Choice of 
brass or lucite cyl- 
inder, only $29.50; 
postpaid if check 
with order. 5-year 
guarantee. 10-day 
money-back guar- 
tee. Write! 
FREE : Slash masking, set- 
up time! Try 5 Base 
Line Masking Sheets FREE! 
For Nos. 1250, 1300, 2066-SD, 
LD, also Davidsons. Mention 
make, model press! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Dept. OM Seattle 2, Wash. 



































COMPLETE 





For More Information Circle No. 202 
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PROMPT 
DELIVERY 


OUTSTRETCH ... OUTLAST ... OUTSELL. .. ALL OTHERS 
Sold Only Through Recogaieed Wholesalers 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 


For More Information Circle No. 213 











YOUR KEY TO 
EFFICIENT PROPERTY CONTROL! 


Attractiveness, legibility and safe, easy mounting 

. Serially Numbered “AUTOGRAPHS” com- 
bine these features . . . open the door to efficient 
property control! Mount them prominently, proudly 
“out-front”, where the easy-to-read. numerals elimi- 
nate errors in recording. Reduce “tagging” costs! 
Anyone can mount Serially Numbered “AUTO- 
GRAPHS” quickly, easily and permanently . 
even on crackle finish and other “problem” sur- 
faces! Simply brush solvent on the adhesive back- 
ing and press into place. Drilled holes are unneces- 
sary ... there’s no damage to fine finishes or 
delicate mechanisms! Try this proven key ito effi- 
ciency in your property control system now! 


Write today for “try before you a ME Ti A LAAT ime 





buy” samples and Property Control BOX 979B 
Procedure Pamphlet No. 262. MASON CITY, IOWA 


For More Information Circle No. 214 
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Finance Vice President 

K. M. Henderson, president, Ditto, Inc., 
announced the appointment of Scott 
Harrod as vice president of finance. Mr. 
Harrod comes to Ditto from Bell & 
Howell Co., where he served for the past 


several vears as secretary and treasurer. 


Systems Planning Conference 
\lmost every aspect of methods, sys 
tems and procedures will be explored at 


a special conference on Systems Plan H [ 
ning and Control sponsored by the Office OW Ong 


Management Division of American 
Management Assn., April 25-24, at the { ? 
Hotel Roosevelt, New York. One day Ol PCOT S p a! : 
will be devoted to two full-scale com 

pany presentations of their whole sys. » FR E E 

tems operations, Other topics will include this 


top management’s stake in systems; booklet tells 





selection of systems projects; adminis- 


tration of systems programs; recruit 








Now 
available— 
our Manual of Re- 
cord Storage Practice 
ference fee is $75 for non-members. with Retention Periods for 
? eneral business and banks. It 
jee Pee ewrenas tells a simplified story of record 
a procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


ment, selection, and training of systems 
personnel; organization planning; inter 
nal management audits; and the systems 


role in eleectronie data processing. Con 
| 


BANKERS BOX CO., Dept. 0-3 


720 S. Dearborn St., Chicago 5, Illinois 
For More Information Circle No. 277 








GENUINE ENGRAVED 
LEV TERHBADS 
DIES ano PROOFS cy / OO ‘or 


Gonca > “2... 1000 
éncraven BUSINESS CARDS 





500 $11 © 1000 $15 QL aia 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 “MMGUAASLSS 


CLIP YOUR LETTERWEAD TO THIS AD... (=< LUmNRD 
MATL FOR FREE PROOF | 


“Take the afternoon off, Miss Sims, I want DEWBERRY ENGRAVING CO. 
to get some work done.” 807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 278 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 


AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


~ 
lll 


SS 


iogS 46 CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
For More Information Circle No. 185 
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to discuss the many personnel matters, 
particularly employee transfers. In 
April, 1954, just before space arrange- 
ments commenced, the division chief 
held an intormal meeting of the see- 
tions’ members, at which he told them 
the computer was to be installed, gave 
reasons for the decision, and reiterated 
the company 
downgrading 


policy of no job loss or 
because of the new work 
The new as- 
signments aroused a natural amount of 
concern among employees. At the same 
time, the general reaction was one of 
interest and understanding. 

During the formal trial period (June- 
October, 1954) when the computer was 
tested in the critical workload area of 
data sorting, articles appeared in com- 
pany publications, directed at home of- 
fice and field staffs, deseribing the pos- 
sibilities and limitations of the 
puter; announcing directly that 
employees in the classification sections 
would be transferred; and reiterating 
that even this newest technique would 
not mean any personnel separations. 

To provide a nucleus of computer 
operators, eight keymen received from 
one to six months’ training from the 
computer manufacturer. Otherwise, the 
computer staff was trained on the job, 
a step based upon experience obtained 
from training the keymen. Every effort 
was made to use persons already in the 
classification However, some 
ot the new positions involved skills and 
knowledge not available in the group. 
Criteria for selecting the computer staff 
were: experience, proficiency in mathe- 
matics, and college training (considered 
desirable but not essential). Of the 20 
computer employees, nine came from the 
classification sections, five from other 
sections of division “X,” five from other 
divisions, and an 


techniques. prospect of 


com- 
some 


sections, 


electronics engineer 
was hired from outside the company. 

The computer work force consisted of 
the following employees: 
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YOON-I-mOy 


. as Admiral Peary 


90978 APL BOON -1-HOM 


3k eng rvgy 


slowly made his way from 
the Arctic Circle to the North 
Pole, 


in his diary 


3 


with a 
Noor pencil. Your customers 
are not polar explorers, but 
you can be sure that they 
want Koh-I-Noor pencils just 
reliable 


as much for their 


top quality in 1956. 


he made daily entries, 


Koh-I-! 





KOH-I-NOOR | 


PENCIL COMPANY, INCORPORATED 
BLOOMSBURY, NEW JERSEY 
For More Information Circle No. 192 





SHIPPED 
FROM STOCK 





Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 





PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 





For More Information Circle No. 193 


Tur Orrice—March, 1956 


inest 


wood office furniture 
by WORDEN of HOLLAND 


260 OH Desk 
66" x 42" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the WORDEN company 


HOLLAND MICHIGAN 
For More Information Circle No. 194 


KLEEN-ALL® 
ae CLEANSING CREAM 


Improved 


Now packed in 
unbreakable 
beautiful a Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


Kleen-All removes stains fast. 
Leaves hands soft and smooth. Does 
not remove or discolor fingernail 
polish. A 100% pure cream—no 
filler used. Contains no impurities 
which have to be hidden with color. 
The SNOW WHITE cleansing cream 
made solely of cosmetic ingredients. 
Can be used for removing stains 
from clothes. 

CONTAINS LANOLIN 
KLEEN-ALL will not deteriorate, harden_or_ shrink 
while standing on your shelf. UNCONDITIONALLY 

GUARANTEED FOR ONE YEAR. 


ie quality DUPLICATING 
FLUI 


Removing 

e All Hecto- 
ae 
pirit Carbon 

Ribbon 

Stains 

e Mimeograph 

e Multigraph 

e Ball Point Pen 
Ink Stains 


We also manufacture 


Our products can be — pA your supply 


local 


4 


Write for price list aa "FREE 2 oz, 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 191 
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sample jar. 





ULTISTAMPD © 


STENCIL DUPLICATOR 





The ORIGINAL 


Hand Stamp 
Stencil Duplicator 


ADDRESSES 
Shipping Tags 
Labels 


MARKS 


Cartons 
Boxes 
Packages 


HUNDREDS OF OFFICE USES 


At Office and shipping room supply dealers 
8 Complete Outfit Sizes 
9.50 to 99.50 


THE MULTISTAMP COMPANY 
NORFOLK |, VIRGINIA 


For More Information Circle No. 195 


PRINTS 
Postcards 
Menus 
Forms 
Bulletins 
Price Lists 
Letters 
Trial Forms 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 
welt £08 CreCuae, 
CAN-PROG,.. 


32 6 mewnwams $t 
fOnNS OV LAC wis 


For More Information Circle No. 196 
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supervisor (engineer, man). 

computer operators and 2 assistant computer opera- 
tors (men) for 2 shifts. 

tape librarian (woman) 

auxiliary equipment section head (man). 
converter team head (woman). 
converter clerk ‘“woman) 

assistant converter clerk (man). 

junior converter clerks (men). 

key punch operator (woman). 

card and tape file clerk (man). 

machine room distributor (man) 

control captain (woman ) 

assistant control captain (woman) 
control clerks (women) 


ll ell el ool ol oe oo 


Employees not selected tor computer 
operation were released to other assign- 
ments gradually after a personal inter 
view and careful review of their record. 
At the interview, each employee was re- 
quested to specity a job preference in 
transfer. In no case was anyone of- 
fered a lower paying job. Those re 
leased were transferred to jobs they 
could handle with only brief on-the-job 
training. Their new supervisors were 
consulted before the transters were 
made. They interviewed the transferees 
and are currently satisfied with the new 
arrangements. 

Within the classification sections, SIX 
supervisors had developed considerable 
skill in handling people. The four most 
interested in the computer installation 
permanently assigned to its 
work force (three to operation and one 
to developmental work). One preferred 
to transfer to 2n equivalent staff job in 
another division; and the remaining su- 
pervisor accepted a higher paying non- 
supervisory Job. 

The procedure development group, 
which studied problems within the com- 
puter’s range and translated their find- 
ings into operations, began with 14 per- 
sons. By next June, all but four will 
have transferred to a newly created 
electronics installations division. 

The electronics installations division 
was formed last January 1 to expand 
the use of electronic computers in the 
firm and to provide a pool of skilled 
manpower. Its chief had piloted the 
initial studies which led to the recom- 
mendation that a computer be installed. 
The eight men selected initially for this 


are now 
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division had had some prior experience 
in the field; 21 were added, of whom 13 
were selected because of prior experi- 
ence with specific phases of the com- 
pany’s business; the other eight were 
clerical assistants. 

Last June, home office personnel ree- 
ords were culled to develop a list of in- 
dividuals who had the experience and 
educational background required in this 
highly specialized division. Those 
chosen were invited to take three ex- 
aminations which would indicate their 
aptitudes for the work. More than 250 
responded, representing practically ev- 
ery division in the firm. By last Sep- 
tember, 30 persons had been selected 
from as many different divisions as 
possible. The criteria for this selec- 
tion, in order of importance, were: 
company experience, seniority and apti- 
tude ranking. The 60 now comprising 
the electronies installations division are 
heavily weighted with those having 


project analysis and other related proc- 
Some will be trained to operate 
a large computer. 

By the end of 1954, 
the electronic computer 
was substantially established and the 
computer officially accepted. Certain 
factors contributed materially to the 
suecess and ease of the adjustment to 
the changeover: the company’s growth 
to meet an expanding volume of busi- 
relatively high labor turnover with 
an accompanying shortage of women 
clerks in its home office; and the basic 
similarity of jobs among many company 
divisions, permitting easy transfer of 
employees. 

The company is carefully studying 
22 activities under a 3- to 5-year pro- 
gram for possible future installations. 
It estimated that it would take 12 to 18 
months to develop plans for a specific 
computer activity and from one to five 
additional years to attain problem-free 
installation. 


esses. 


the suitability of 
to office work 


ness; 





skills or aptitudes in programming. 





$ stencils and plates wrinkle-free. 
$ inspection and quick access to any 
§ stencils or 200 plates. 
e rides on ball bearings. Each cli 
® can be removed without disturb 
e and different. 

DEALER INQUIRIES INVITED. 


METAL SPECIALTIES, 
3547 Massachusetts Ave., 





Indianapolis 18, 


READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
seoeeeeee ALWAYS AT SEE LEVEL.----- 


: The Read-A-File Cabinet is a protective file that keeps 
It permits full-length 
one of up 

The hanger unit, with 50 ~ 
is on its own rod and 
sturbing the others. 


to 400 


It's new 


Incorporated 
Ind. 


For More Information Circle No. 169 


ee _™ 


— 
ONE-TIME> 
Increase Efficiency, Z| 


Reduce Costs — Sold 
only through our Dealers. ~~ f 


a 


LL real Ld 


pEAEEON FORMS 
‘ DE ALERS: Liberal Discounts — Delivery 


you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 








INTERNATIONAL BUSINESS FORMS 
yee ‘AK 


N-SETS INC 


cect 


FORMERLY ARK 


KANSA 


ment, shipping or warehouse costs 
Write TODAY to New Dealer, Dept. 1 


1600 E. 26th St., Little Rock, Arkansas 





For More Information Circle No. 238 
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IBM Decree 
As an outcome of the anti-trust suit 
brought by the U. S. Dept. of Justice 
International Business Machines 
1952, IBM has 
ceptance of a sweeping 
that could augur a break-up of its virtu 


against 
Corp. in agreed to ae- 
consent decree 
worldwide monopoly in the manu- 
punched card tabulating 


and supplies, including elee 


ally 
facture of 
equipment 
tronic computers, 

International Business Machines Corp. 
agreed to the anti-trust decree 
in Federal Court in New York City. U.S. 
Heibert Brownell Jr. 
view of ‘‘the recent de- 
revolutionary elec 
tronic machines it is expected that 
the action taken will have far-reaching 
effects upon major segments of the busi- 


consent 


Attorney General 
stated that in 
velopments of the 


ness world.’’ 
Under the [IBM 
to offer for outright sale tabulating ma 


decree, is compelled 


chines and electronic computers that 
have been available on only a_ rental 
basis for very many years. Under the de- 
cree, the company will have to share 


its manufacturing and maintenance 
know-how with competitors. Under the 
IBM 
perpetuity ”’ all 


terms of the decree, must: 
Offer for 


types of 


sale ‘‘in 


tabulating and _ electronic 


computing machines that it manufae- 
tures, at a ** reason- 


able’? 


Give 


price bearing a 
relationship to rental charges. 
present lessees of the machines 
an option to buy them. 

Service machines sold to others and 
provide parts for them. 

Sell IBM 


dealers. 


used machines to seeond- 


hand License its tabulating 
patents and provide ‘‘technical know- 


how’’ to the licensees. Offer for sale 


220 





eertain machines and paper stock 


needed to manufacture’ tabulating 
eards, including an unusual IBM rotary 
press. 
Furnish repair and replacement parts 
to repair shops, and supply some tech 
nical training and manuals. 

Not require purchasers of machines to 
contract for IBM 


Avoid any tie-in sales or international 


maintenance service, 


sales allocation agreements. 


Further, the company is compelled to 


sell enough of its card manufacturing 
1963 to bring its share of 


IBM 


com 


facilities by 
the business down to 50%, unless 
then can convinee the courts that 
conditions make this step un 
necessary. Meanwhile, it must make 
available its cardmaking know-how, and 
in some cases, its high-speed cardmaking 


petitive 


machines, as well as special paper stock, 
to competitors. The company is also di- 
rected to transfer its facilities and con 


tracts for service bureau business to a 
new corporation, and enjoined ‘‘ from 
discriminating in any way as between 


service bureau corporation and 
IBM 


arrangements 


the new 
other service bureaus.’’ is also en- 


joined from international 


‘‘which would result in an allocation of 
territories or would restrain the export 
or import trade of the United States in 
tabulating and electronic data processing 
ecards or 


machines, eardmaking machin 


ery. 

Of the 1500 patents which IBM owns, 
about 40 punched card patents were com- 
pletely freed by the decree while 1,Q00 
offered on a ‘‘ reasonable’ 

Under the 
decree, companies licensed by IBM must 


more must be 
terms of the 


basis, 


royalty 


make their patents available on a eross- 


IBM. 


licensing basis to 
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YOUR | 
BUSINESS: 


DEPENDS: 
ON 
YOUR 
records... 


protect them 
from 














& 
TX e . _ . . * 
OS ¥04/ VICTOR SAFE & EQUIPMENT 
@ P.O. Box 520 e 
: ' @ North Tonawanda, New York 9 
iy REE . Send for this 2 Please send me free booklet so I may analyze = 
valuable booklet. If in my records and the fire hazards that affect them. js 
analyzes your record ° NAME ° 
risks—shows you how to @ rr e 
protect your records. ADDRESS 
- gi ® 
REMINGTON RAND ; ® >, er 9): | A Sy 
DIVISION OF SPERRY RAND CORPORATION 
@e@eeeeoeedoee@e2e¢e82ee8e80 0 
For More Information Circle No. 163 
THe Orrice—March, 1956 221 

















ROLLER 
MERCURY NT printing m 





You get far better results when 
you use Mercury accessories, 
because they are built as accu- 
rately as rollers and blankets 
for the largest commercial 
lithographic presses. The 
materials used also meet the 
same high standards. Rapid 
Roller Company guarantees 
no finer rollers or blankets 
can be obtained! 


RAPID ROLLER CO. 


Main Office and Factory 
Federal at 26th St. Chicago 16, Ill. 





Eastern Sales Office 
800 McCarter Highway 
Newark 5, New Jersey 


IMPORTANT: There are no other Rapid Roller 
Company Branches or Factories 


For More Information Circle No. 268 
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Executive Vice President 


Emmett L. Tabat 
was elected execu- 
tive vice president 


of Old Town Corp., 
it was announced 
by James H. Me 
Graw Jr., president 
and chairman of 
the board. Mr. Ta- 
Old 
April as 
_ president in 
and research. Prior to 
that he had been general sales manager 


bat joined 





Town last 


Emmett L. Tabat 


Vv ice 


charge of sales 


of A. B. Dick Co. At the same time Mr. 
MeGraw announeed the appointment of 
A. O. P. Leubert as treasurer. He sue- 


eeeds Borden R. who has re 


president 


Putnam, 
director, 
treasurer. Mr. 


vice 
Leubert 
secretary of the 


signed as and 
also continues as 
company. Mr. Tabat 
will be in charge of all phases of the 
company’s operations, including 
research, manufacturing, finance and ad- 
ministration. 


sales, 





Coxhead Appointments 


In line with a broad program of expan- 
sion and development, Ralph C. Coxhead 
Corp. announced the election of a new 
chairman of the board, C. Walter Nichols, 
and two new officers, Adolph F 


. Leitner, 





Adolph F. Leitner Jack J. Oppasser 


executive vice president, and Jack J. 
Oppasser, vice president in charge of 


Stuart P. Coxhead 
president of the company. Mr. Leitner 
will direct the operation of the company. 


sales. 


continues as 


He was formerly vice president and di- 
rector of the Dwight Lloyd Div. of Me- 





New plant and office building of Forms, Inc., 


at Easton Road (Route 611) and Pennsylvania 


Turnpike near Willow Grove, Pa., covers 34,000 sq. ft. Designed by Cronheim & Wger and 
built by Barclay White & Co., the building has air-conditioned offices, radiant heating, employee 
lunchroom, adjustable loading docks, high intensity fluorescent lighting and acoustical ceiling. 
Manufacturing equipment is of the latest design for production of continuous and snap-out 
forms. Messrs. Shay, Nathan and Friedman, owner-managers, invite visitors to tour the plant. 
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993 


wer 





“have you 
looked here... 


) in your search 
for “office efficiency”? 


supply your — 
typists with 


Pres7o-line 


WORLD'S ¥ FINEST 
COPYHOLDER 


and watch 
typing 
costs go 


at & 
down! § 


See 

= mee a 
The fact that Pres-To-Line Copyholders are 
now being used by most of the nation’s 
largest commercial and industrial organi- 
zations, as well as by many Gov't agencies, 
is an indication of the role these amazing 
machines play in modern office efficiency. 
Time and motion studies prove that Pres-To- 
Line improves typing speed and efficiency 
up to 50%, resulting in an average saving 
of 23% of typing costs! 


PRES-TO-LINE is the only fully adjustable 
copyholder in the world holds flat 
sheets or bulky material . . . actually earns 
its own cost and continues to save after it 
pays for itself. 


PRES -TO-LINE CORP. OF AMERICA 


2339 Cotner Avenue, Dept. 134 
Los Angeles, California 

Please send me complete Pres-To- 
Line Literature and name of local 
distributor. 


Name 


Office Address 





ord ce 


| ee 


For More Information Circle No. 293 


Dowell Co., Cleveland, and also served as 
executive vice president of Sintering Ma- 
chinery Corp., Netcong, N. J. Mr. Nichols 
has had long experience in a managerial 
advisory capacity, and is active in several 
chairman of the 
board and director, Nichols Engineering 


leading companies: 
Chemieas 
Allied 
vice president 
National Bank of 
Mr. Oppasser brings 


& Research director, 


Corn 


Corp.; 
Jank; director, 


Corp. 


Exchange 
Chemical & Dvye 
and director, First 
West Orange, N. J. 
to his new position invaluable knowledge 
association with 


gained in 26 vears of 


the corporation, 


A. B. Dick Sales Manager 
i a. 


was 


Jordan Jr. 
named general 
sales manager of A. 
B. Dick Co., C. M. 
Dick Jr., vie 

dent sales, an 
nounced. Mr. .Jor 
dan will be 
sible for the 
of all produet 
throughout the 
i: 


respon 


t 


sales 


directing the E. P. Jordan Jr. 


activities of regional sales managers, the 
national accounts department, and the 
company’s branch sales office in Detroit. 
He has with the 
1935, serving successively as a district 


sales 


been company since 


manager, regional sales 


distributor 


manager 


and sales manager. 


BFI Annual Meeting 

Institute members 
outlook for 
Dobrow, executive sec- 
Paper Manufacturers 
Assn., at the annual meeting, held in 
New York last month. New officers for 
1956 are: R. S. Daugherty, Shelby Sales- 
book Co., president; W. C. Lamprechter, 
Stephen Greene Co., Ist vice president; 


Forms 

talk on the 
supply by M. C. 
retary, Writing 


3usiness 


heard a paper 


Thomas A. Taylor, Schwabacher-Frey Co., 
H. M. Meloney con- 
tinues as executive secretary. 


2nd vice president. 
The pro- 
gram for the coming year will include 
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among other ac- Royal McBee Executives 

tivities a statisti- 

cal program; indus- D. B. Starrett, 

trial relations in- president, Royal 

formation: ¢onsoli McBee Internation- 

dated report — on al, announced two 

balance sheet and appointments with- 

operating ratios: in his organization. 

study of a produc A. F. Niendorff, for 

tivity survey of merly general man 

hours of labor and ager at Boston for 
R. S. Daugherty fontnne ‘anata Lo McBee Co., assumes 
processing typical sample orders. Out the position of as 
going president, W. N. Ryan, American sistant to the presi 
Register Co., who presided for two years, dent of Royal McBee International. EF. 


A. F. Niendorff 


was heartily commended by members V. Rand, formerly accounting manage! 
for an outstanding tenure of office. for the International Division, takes on 
the important duties of controller for 

Hermes Sales Manager that division. Mr. Niendorff joined Me 
Hans Stauder, executive vice president, 3ee Co. as manager of their Milwaukee 
Paillard Products, Ine., announced the office in 1940, Previous to that he headed 
appointment of John M. Cooper Jr. as Ormig Corp. in Germany, which export 
sales manager of the ‘Hermes Division. ed spirit duplicators to the U. S. Mr. 
Mr. Cooper will be in charge of all sales Niendorff organized and managed the 
activity for Hermes typewriters in the McBee Technical Division and later 


U. S. served as a sales manager. In 1951 he 








~ 


Experienced buyers of business machines 
recognize the importance of obtaining 
Js quiet, dependable operation. This ac- 
i It pays to be counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors... known 


for long-life and trouble-free performance. 


when buying THE LAMB ELECTRIC COMPANY 
, KENT, OHIO 


. 
business In Canada: Lamb Electric — Division of 





Sangamo Company Ltd. — Leaside, Ontario 


nb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


_machines 
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+e A typist revealed 


B..j her pet grudge. 


“It's carbons that leave y 


finger-smudge.” ( ~ 


Why smear a good letter ? 


Here’s a carbon that’s better. 


Try FINAL-LINE... 
You be the judge! 


| board of 





That’s only one reason 
for supplying all the girls 
in your office with 





| neering 





Punch holes on 
this extension 
edge (uncoated 

for easy handling) 
help a typist line 
up her letters, shout 
warnings to her that 
she’s nearing the end 
of the page. 


Want Free samples? Send us a note 
on your letterhead, specify type of 
machine and number of copies made, 
so we can select the proper weight and 
finish. Please include the name of 
your carbon paper dealer. Dept. 0-3. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


36 Peerless Place, Newark 5, New Jersey 


For More Information Circle No. 237 
226 





asked to be relieved of those duties and 
returned to the field as manager of Me 
Bee’s oftice. Mr. Rand 
associated with Royal in 1948 and won 
econtroller’s staff 
1955 he was named account 

McBee _ Interna- 


Boston become 
advancement to the 
in 1951. In 
ing manager of 


tional. 


Royal 


Heads Triner Sales 
The 


executive 
Triner 
Seale & Mfg. Oey 
Chicago, announced 
appointment of Ed- 
ward R. Fox as vice 
president in charge 
of sales. Prior to 
joining Triner, Mr. 
Fox headed his own 
management 
firm, Ed 
ward R. Fox & 


engl 


Edward R. Fox 


\ssociates, specializing 


| in market analysis and systems consult- 


ing work. He was previously associated 
with Ernst & New York. Mr. 
Fox’s appointment is part of an overall 


Ernst, 


reorganization since control of the com 
pany was acquired last year by Theodore 
who 


B. Janse is now president. 


This display won first prize in the fall window 

contest of Smead Mfg. Co. Award was a 

10-day holiday in Mexico for Mr. and Mrs. 

R. E. Kochheiser of Charles Ritter Co., Mans- 
field, Ohio. 
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MANUFACTURER 
EXPORTERS 








to Latin pémerica 


Don't overlook this Growing Market 
for Office Supply and Equipment Sales. 


Look at these official statistics for only one month’s 
exports. Then give serious thought to your own overseas trade. 
American manufacturers during last November (latest figures available) 
exported: 


$85,122 of fountain pens to Brezil 
{a |! $53,266 of typewriters to Venezuela 


$18,059 of carbon paper and inked ribbons to Cuba 


* a 
Ter ratel | $8,268 of office staplers to Mexico 


REVISTA DE EQUIPOS PARA OFICINASS $93,732 of adding and calculating machines to Chile 


$15,011 of metal office furniture to Guatemala 


These figures are random samples for individual 





countries. Annually the entire Latin American con- 
tinent will absorb an impressive volume of your prod- 
ucts. The need for all office supplies and equipment 
is increasing steadily as these countries industrialize. 
Tell these prospects,—the office equipment and sta- 
tionery importers, dealers and larger users,——about 
your products in the 1956 La OFICINA. Its advertis- 


ing rates are low, its coverage complete. 


La OFICINA is kept and consulted all year long as 
import corditions change for the better. Just at the 
very end of last year, for example, Nicaragua sharply 
reduced import duties on fountain and ball point pens. 
Se sure to advertise in the 1956 edition to keep your 
key customers and prospects aware of your products 
under all conditions. 


Send now for more detailed information 
on circulation, advertising rates and a copy 
of the last issue. 


OFFICE PUBLICATIONS CO. 
232 Madison Avenue, New York 16 


For More Information Circle No, 298 
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Circulation — 10,000 
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Punch holes on 

this extension 

edge (uncoated 

for easy handling) 

help a typist line 

up her letters, shout 

warnings to her that 

she’s nearing the end 
of the page. 


Want Free samples? Send us a note 
on your letterhead, specify type of 
machine and number of copies made, 
so we can select the proper weight and 
finish. Please include the name of 
your carbon paper dealer. Dept. 0-3. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


36 Peerless Place, Newark 5, New Jersey 


For More Information Circle No. 237 
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asked to be relieved of those duties and 
returned to the field as manager of Me 
3ee’s Boston office. Mr. , Rand become 
associated with Royal in 1948 and won 
controller’s staff 
1955 he was named account 
MeBee_ Interna- 


ing manager of Royal 


tional. 


Heads Triner Sales 


The executive 
board of Triner 
Seale & Mfg. Co., 
Chicago, announced 
appointment of Ed- 
ward R. Fox as vice 
president in charge 
Prior to 
joining Triner, Mr. 
Fox headed his own 


of sales. 


management eng! 
firm, Ed 
ward R. Fox & 
in market analysis and systems consult- 


Edward R. Fox 
Associates, specializing 
ing work. He was previously associated 


with Ernst & New York. Mr. 
Fox’s appointment is part of an overall 


Ernst, 
reorganization since control of the com- 
pany was acquired last year by Theodore 
who 


B. Jansey is now president. 
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10-day holiday in Mexico for Mr. and Mrs. 

R. E. Kochheiser of Charles Ritter Co., Mans- 
field, Ohio. 
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Don't overlook this Growing Market 
for Office Supply and Equipment Sales. 


Look at these official statistics for only one month’s 
exports. Then give serious thought to your own overseas trade. 
American manufacturers during last November (latest figures available) 
exported: 

$85,122 of fountain pens to Brezil 
{a } $53,266 of typewriters to Venezuela 
e e $18,059 of carbon paper and inked ribbons to Cuba 
Te tarel | $8,268 of office staplers to Mexico 
REVISTA OF EQUIPOS PARA OFICINASS $93,732 of adding and calculating machines to Chile 


$15,011 of metal office furniture to Guatemala 
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countries. Annually the entire Latin American con- 
tinent will absorb an impressive volume of your prod- 
ucts. The need for all office supplies and equipment 
is increasing steadily as these countries industrialize 
Tell these prospects,—the office equipment and sta- 
tionery importers, dealers and larger users,—-about 
your products in the 1956 La OFICINA. Its advertis- 


ing rates are low, its coverage complete. 


La OFICINA is kept and consulted all year long as 
import corditions change for the better. Just at the 
very end of last year, for example, Nicaragua sharply 
reduced import duties on fountain and ball point pens. 
Be sure to advertise in the 1956 edition to keep your 
key customers and prospects aware of your products 


under all conditions. 


Send now for more detailed information 
on circulation, advertising rates and a copy 
of the last issue. 


OFFICE PUBLICATIONS CO. 
232 Madison Avenue, New York 16 


For More Information Circle No, 298 


Circulation — 10,000 
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TYPE CLEANING MADE EASIER 


with the “dit 
fir 


CLEANS 

* Typewriters 
“e Billing Machines 
+ Adding Mochines 
© Addressing Plates 








Typists ond business 
machine operators wont 
*Norta Plastic Type Cleoner 
— it's easy to vse—no mess 
— 10 liquids to spill * Marking Devices, ote 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request! 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y.—— 
For More Information Circle No. 288 


write to 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on @ 
"Futuristic" 
5-Star Platen 

for 
STEN Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 














For More Information Circle No. 289 


NOW! | ON THE 


MARKET 


NIPPO 


POCKET 
CHECK 
WRITER 


this Check Writer 
is light weight 
{about 10 oz.) and durable. May be carried in 
ane of or brief case. Equal in efficiency to heavier 
mode 


NIPPO MACHINE INDUSTRY CO., LTD. 
Manufacturers 
Tenjin-cho, Nishi-ku, Yokohama, Japan 
For More Information Circle No. 290 
SEmePaeroeeeazweaa ws we we 


4 HANDLE PAPERS EASILY, ACCURATELY & | 
q TRY FREE SAMPLE OF TACKY-FINGER . 


4 Evans Specialty Co., inc. 
3073 Evans Building Tacky: Kinaer 5 
@ 1800 E. Grace Street 

Richmond 23, Va. 

Send free greaseless, odorless 


§§ Tacky-Finger. Let me see how it 
makes paper handling, collating, foolproof. 





Name 





a Address 
Emme nm eee eee ~- = I 
For More Information Circle No. 291 
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| Imperial Mfg. Co. in 1928, until his 
death in 1950. 
THe Orrice—March, 1956 
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N. Y. Managers Elect 
The New York Office 

avers’ Assn. eeclebrated 

at its 


\ppliance Man- 
its 31st anni- 
versary annual dinner honoring 
the winning 1955 salesmen from member 
companies. New include J. E. 
Moore, Monroe Machine Co. 
president; C. B. Ashton, Dictaphone 
Corp., president; R. R. Un- 
secretary-treasurer. Al 


officers 
Calculating : 
vice sriggs, 


derwood Corp., 


N. Seares of Remington Rand was com- 
mended for his excellent job as retiring 
president. A special tribute was paid 
to the late John A. Noonan, of Kee Lox 
Mfg. Co., one of the organizers and most 
active participants in the association 
since its start. Dr. James Bender, presi 
dent, National Institute for Human Re- 
lations, was the featured speaker. 


Roth Joins Peerless Imperial 

In a change of management, 
S. Roth of Westfield, N. J., has 
Peerless Imperial Co., Newark, 
dent. Mr. Roth James 
who remains with 
consultant 


Raymond 
joined 
as presi- 
succeeds Treanor, 
the firm in a 
Walter Kretchmer, 


sales 


capacity. 


Walter Kretchmer (left) and Raymond S. Roth. 









son of the late Otto Kretchmer, continues 
as vice president of the company which 
manufactures typewriter ribbons and 
carbons. The elder Mr. Kretchmer was a 
founder of Peerless Key and presi- 
dent from the time it merged with the 


Co. 








THE SLOW WAY 


is ? = 
PAYS gen Az) 
FOR ITSELF sewn Z 


IN 30 lege, Y) 
“DAYS ua Wy Ve 


Why toil with dog-eared charts 
and reams of figures, when pay- 
rolls can be so simple... 


THE AYRES WAY 


CALCULER-D NEVER, souete 


One of the greatest time savers Interchangeable 
offered payroll clerks, auditors drums permit chang- 
and bookkeepers since F.I.C.A. ing charts for tax 
and Withholding Tax went into revisions. 
effect. Used by concerns em- SOLD ON . 
ploying from 20 to 20,000. 30 DAY TRIAL GUARANTEE A twist of the fingers ... and 
RET GLP Saas complete F. |. C. A. and With- 
FOR ANY PAYROLL SCHEDULE : : 
WR TR TT CRATE Cites = O}ding Tax deductions appear on 
Uses government approved calculations a single line...Saves 50% time. 


e+ 








jade en ne sak wont “Tested through use 
AYRES CORPORATION, BOX 1081. WILMINGTON. CALIF ee 
by leading concerns. 
For More Information Circle No. 208 


] PREMIER AUTO-FOLDER 
, Completely Automatic Folding Machine 


Saves Time And Money For You 





Eliminate time and money-wasting hand fold- 
ing operations with the new Premier Auto-Fold. 
Pays for itself after the first few mailings. So 
simple anyone can operate it. Designed to 
speed up handling of invoices, memos, corre- 
spondence, statements, sales letters, bulletins, 
reports .. . all office mail, 


Produces 7 Most Used Folds 
Folds Up To 7200 Pieces Per Hour 


Simplified Setting Chart Permanently 
Inscribed On Machine. 


Rugged Metal Construction With 
Silver Grey Hammerloid Finish 


LOWEST COST AUTOMATIC FOLDING 
MACHINE AVAILABLE 






LIST PRICES 
Hand Operated 
$89.95 


Motor Operated 
$129.95 
(Plus F.E.T.) 


WRITE TODAY FOR 
COMPLETE INFORMATION 


MARTIN-YALE, Inc, _ gates sre 


Dealers: Be Sure to See This Amazing New Folding Machine. 











For More Information Circle No. 209 
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ZIP-O-RITER 


Addresses Directly 
from Card 
Files 






Writes 
Headings On 
Work Sheets 
Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone con use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO 
3875 GARLAND ST. WHEAT RIDGE. COLORADO 
For More Information Circle No. 187 


TYPEWRITERS 
ALL MAKES 


Ast Afan one aC 








REGALRITE. BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN. Y. 


For More Information Circle No. 188 
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NOWHERE ELSE 
IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 
newest and finest exhibition hall. Don’t miss 


this preview of business in the electronic age 


NATIONAL BUSINESS SHOW 


New York Coliseum —Columbus Circle, New York 
ee October 15 thru 19, 1956 

RUDOLPH LANG, Managing Director as 
ee 33 West 42nd Street, New York 36, N. Y. * PEnnsylvonio 6-6760 * 


For More Information Circle No. 190 























PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely - 
opaque, essential when wages are paid by, 
check. Nothing shows but the employee's 
name. This improves personnel relations. 





Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., ést.1902 & 


Originators of “Outlook” Envelopes 


W. Washington Blvd Chicago 7. Hilinois 





For More Information Circle No. 189 
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Frankel’s Golden Anniversary 

A half-century ago, the family-owned 
and founded Frankel Carbon & Ribbon 
Co. opened its Denver plant. Father, 
mother and son struggled with the new 
firm which progressed slowly. After his 
father’s death in 1909, Henry Frankel 
helped his mother to manage the business 
while he worked his wav through law 
school, During summer vacations, Henry, 
then 17, made sales trips into new 
territories. In 1923 he took over full 
time operation of the business and saw 
it begin the manufacture of silk ribbons, 
top-printed stencils, film top. stencils, 
plastic typing plates and 18-vd, nylon 
ribbons. Its latest product, and another 
‘*first,’’ is the Plioweld stencil. Today 
the Frankel plant covers 40,000 sq. ft. 
and its products are used throughout the 
world. 


Now Wheelock Signals, Ine. 

Wheelock Signals, Ine., is the new 
name of Signal Engineering & Mfg. Co., 
makers of relays, fire alarm systems, 
audible signals, code call systems and 
auxiliary equipment. This change, to 
simplify the corporate name, is in name 
only and the business will continue as 
heretofore with the present personne! 
and same ownership, products and _ pol 
icies which have characterized the com- 
pany for the past 40 years. The name 
change follows a recent move to larger 
and new plant facilities and offices at 
Long Branch, N. J. 


Paper Products Plant 

National Fiberstok Envelope Co. will 
build a $550,000 branch plant on a 1 
acre plot in Mullica Township, N. J., 
it was announced by J. W. F. Blizard, 
president. The company is one of the 


country’s largest manufacturers of ex- 
panding and specialty paper products. 
It was founded in 1912 and has its main 
office and plant at 2d St. & Allegheny 
Ave., Philadelphia. The new branch plant 
will be used primarily to make new 
items to expand the company’s product 
line. 
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REDUCE 


UFFICE 
NOISE 
TO 


WOTHING 
BUT A 





Nobody has to put up with 
typing racket, typing shock or, 
worst of all, jangled nerves. 
A KIL-KLATTER Pad makes any 
typewriter really quiet. For 
KIL-KLATTER is resilient all- 
hair... an everlasting sound 
and shock absorber. Made of 
famous OZITE All-Hair Felt. 


Treated top to keep machine 
i Sate Gide dieabin ta. 
Slip-proof bottom to prevent 
i. the machine from skidding. 


Fits all typewriters and many 
MMA ' 
other business machines. 


sy2s5 AT YOUR STATIONER 


OR OFFICE SUPPLY DEALER 


KIL-KLATTER 


~~nnss Wee w* 
THE SCIENTIFIC TYPEWRITER PAD 
“The answer to a quieter office 


may be under your typewriter” 
For More Information Circle No. 267 





231 





This SHARP 


Character 


your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
® Mimimum penetration 
© Minimum offset 
® Eliminates cylinder and pad clogging 
@ For open or closed cylinders in any 
climate 
@ will not destroy stencils 
In 1-Ib. and 2-Ib. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 
519 N. Halsted St. © Chicago 22, Ill. 


For More Information Circle No. 265 


| Heads Voicewriter Division 

Charles H. Goddard, vice president, 
was appointed manager of the Edison 
Voicewriter Division of Thomas. A. 
Edison, Ine., it was announced by Henry 
G. Riter 3rd, president. Mr. Goddard 
joined the organization in 1955 as as- 
sistant manager of the Voicewriter Divi 
sion and later was appointed a _ vice 
president. Prior thereto he was with 
Sylvania Electric Products, Ine. for 11 
years, serving as marketing manager of 
the Lighting Division. Previously he 
was a member of the board of directors 
of Pittsburgh Reflector Co. and vice 


president in charge of sales. 


Ernest Himebauch Promoted 
ki. F. Himebauch of Victor Adding Ma 


chine Co. has been named Great Lakes 
region sales manager with quarters in 
Cleveland. Announcement was made by 
\. F. Bakewell, vice president. The 
Great Lakes region, recently established, 
covers all or portions of five states where 
Mr. Himebauch will be responsible for 
cash register, adding machine and eal- 
culator sales and service programs in 
Detroit, Dayton, Toledo, Cleveland, 
Akron, Alliance, Pittsburgh and Buffalo 
and dealer operations in the surrounding 
areas. He started with Victor in 1936. 


Divides Western Divisions 

National Blank Book Co. has divided 
its Western Division into Chicago West 
ern and Chicago Eastern Divisions. Divi 
sion managers are Rav Hammond (Chi- 
cago Western and KE. W. Patterson 
Chicago Eastern). Mr. Hammond lives 
at 6120 Pleasant Drive, Des Moines; Mr. 
Patterson at 936 Spruce St., Winnetka, 
Ill. The two new divisions are super 
vised by W. Brewster Towne at company 
headquarters in Holyoke, Mass. 


Voss Distributor 


Because the U. S. distributors of Voss 
Typewriters have outgrown their facil- 
ities, and distribution of machines has 


Tue Orrice—March, 1956 








THE BEST 


Every Office needs them 
Alert Dealers SELL them 
_JSreconite 
Chechwriter 


ee ec @ 8 © € 2 6 


Error-No 











Copuholder 


COMPANY, INC.+ ROCHESTER 20, N.Y. 


40 MT. HOPE AVENUE 








For More Information Circle No. 281 


From Pearl Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
ilustrated: 2 styles 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th Street 
New York 3, N.Y. 


to 
better 
business”. 


For More Information Circle No. 282 
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RITE-LINE cepyvuoipver 


¢ SAVES EYESTRAIN e TAKES COPY UP TO 20" 
@ PROMOTES ACCURACY e HOLDS NOTEBOOK 
@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 283 








SCHWAB 
FIREPROOF 
CHESTS 


ECONOMICAL 
FIRE AND 
BURGLARY 

PROTECTION 

FOR OFFICES 
AND HOMES 


Mode! 1013-VL 
Vertical Filing 
Home Letter Vault 


Ideal for the business office and home. 
Equipped with key lock, 10 filing folders and 
legible tabs. Perfect for bonds, documents, 
household receipts, and letters of all kinds. 
A convenient safety deposit box with guaran 
teed protection. 

Dimensions—Outside: 17” wide x 13%” high 
x 914” deep. Inside: 13” wide x 1014” high x 
6” deep. Shipping weight: Approx. 50 Ibs. 

Write for complete information 


SCHWAB SAFE CO. 
LAFAYETTE, INDIANA 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swive! Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned tegs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


prices 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 





Chicago 40, Ill. 








3 


1 
2 
3 


For More Information Circle No. 305 
PROBLEMS 


PHONE gl 


. Safeguarding privacy. 

- Quieting the office. 

. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 








___For More Information Circle No. 306 __ 





PLATENS PARTS 


SUPPLIES 
for TYPEWRITERS and 
other office machines 





Now in New and Larger Quarters 








TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 








For More Information Circle No. 307 


CASH REGISTER 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E 


234 


EVERGREEN ST., MT. PROSPECT, ILL 


For More Information Circle No. 308 


new 
18097 


materially, a company, 
American Voss Corp., 
Detroit 35, has been formed for the pur 
pose. Correspondence and orders regard 
ing Voss Portable Typewriters or Voss 
should be 

Che latter 

of replacement parts. 


expand d 
Sorrento, 


Business-Riters addressed to 


the also ear 


new 


LOO stock 


eon pany ° 


ries a 


To Lease Machines 


{ new policy that permits customers 
well as purchase machines 


by Noel L. Mudd, gen 
Burroughs Corp. 


to lease as 
was announced 
tor 
had 


purchase. 


eral sales manage! 
been available 


Now all their 


ealeulators, accounting 


Burroughs machines 


onlv through 
adaing machines, 
achines, microfilm equip 
other 
available for 


onthliv, 


and statistical n 
dozens of business ma 
rent. Payment 


aon quarterly, semi 


( 


basis and 75% of 


annual 


‘an apply toward pur 


machine, 


Columbia N. Y. Manager 
he gar M. 
appointed branch 
‘e of Columbia 
Ine., 


Garella 


recently been 

anager, New York 
Ribbon & Carbon Mfg. 
New York. Mr. 
Howard M. Trowern, 


17 vears of 


Garella has 


Co., Gien Cove, 
succeeds 


T service 


who is retiring after 
with the 


joined Columbia in 


Mr. 


sales 


organization Garella 
1LO30 as 
covering the 
Later his act 
the handling of n 
the New York office. In 

to his selling functions, Mr. 
new 

1944, he 


manager of 


repre- 
sentative New Jersey terri 


tory. Vities were direeted 


toward ajor aecounts 


out of addition 
Garella 
supervised th 
the New 
promoted to 


the 


up to 


e training of salesmen 


for York oftice. In was 


assistant sales 
branch and ser 


his 


ed in that capacity 
present appointment, 
Industry Sales Forecast 


In its the business outlook 
for 1956, 
zine im? 
the 

] 


food relat ive outlool 


study of 


‘*Sales Management’’ maga 


snles forecasts 


its future 
offic e 


ratings, 


for equipment industry a very 


and a sales volume 


of over $4 billion. 
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A view in the assembling de- 
partment of the factory of Paul 
Bruning in West Berlin, Ger- 
many, where Resulta adding 
machines are made. 


GBC Eastern Manager 


\ppointment of Kevin Ferguson as 
eastern sales manager was announced by 


Corp. Mr. 


four years, 


Ferguson, 
New 


General Binding 


with the company was 


York sales manager for three years and 
a salesman in the Chicago oftice for one 


vear. General Binding Corp., makers 


of binding equipment for internal office 
use and Cerlox plastic and metal binders 
for catalogs, proposals, inventory sys 
tems, IBM installations, and other appli 
branches 


cations, maintains 41 domestie 


and six wholly owned foreign subsid 


iaries, 
at the company’s 


Madison Ave. 


Mr. Ferguson’s headquarters are 


New York 


| 


office, 79 








For Fast, Sure, Clean q 
Sealing and Moistening... 


Use the 
PIKE BETTER MOISTENER”’ 








For sealing envelopes, sticking stamps and 
labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 


no scratching! 


Attractively color-styled with sparkling chrome cover. 
Model 3A—Porcelain base. Black, gray or brown. List price $5.95. Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 


Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 


E. W. PIKE & CO., INC. 


ELIZABETH, NEW JERSEY 


496 NORTH AVENUE > 


Dealers’ Inquiries Invited 


Elizabeth 2-0630 


For More Information Circle No. 269 
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NEW! Bantam Model Substantially Reduces 
_EXACT-PHOTE-COPY NOISE 


DRY 
Process Unit 


Gives you DRY 
photo copies in 
your own office 
or plant in sec- 
onds. 


 Ueht Weight Portable $225. 


low priced at only 
100% portable. Weighs only 28 Ibs. 


ONE SeeiT BOSS EvERvTeNS SOUNTROL Noise Reducing Hoods, the re- 
© No darkroom e Simple vege erate sult of many years' research by acoustic 
© No fumes © Get 60 to an ies engi ineers, protect workers from tiring 
© No washing per hour P noise—increase production and work ac- 
e No a . ” wide x any length curacy. Your Graphotypes can be relo- 
© No dryin or 2-sides cated va — — flow ee — : 

eliminate an machines appeara ' 
a IN U.S.A. LIFETIME GUARANTEE improved. SOUNTROL Noise Reducing 
"Write for free catalog today!'' Hoods do not increase floorspace, retard 


ventilation nor interfere with machine serv- 
GENERAL PHOTO PRODUCTS C0., INC. icing. Write for full information today! 
15 Summit Ave., Chatham, New Jane JARDIN ASSOCIATES, INC. 


Specializing in the manufacture of dr 
y and = . J a ‘4 J 
wet process photo copy equipment & supplies. 75 Maiden Lane, New York 7, N.Y. 





of Keyboard Graphotypes 
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AUTOCOPY 


Cleansing Cream 
Hectograph, mimeo and dupll- 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 oz. tubes, '/2 Ib 
jars, | Ib. cans or jars. 
Dealers write for com- 
plete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th Street, New York 1, N. Y. 


SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


nse Wilhelm DreusickexCo KG 


TURERS OF UNION-TYPE 
Address: ........ Pe Te eT eT tr Teer rrr MANUFACTURE OF UNIO 


TYPEWRITER PARTS AND SPECIAL TOOLS 
City & State: BERLIN W35 LUTZOWSTR 3 
Name & Title: 














ASK FOR YOUR FREE COPY OF EXPORT CATALOG 
For More Information Circle No. 172 For More Information Circle No. 174 
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General Service Manager 
H. C 


eral service manager of Underwood Corp. 


. Stewart has been appointed ges 


Mr. Stewart, formerly regional manager 
for Underwood in Chicago, succeeds W. 
H. Shepler who is retiring. Mr. 
will 


Stewart 
direet nation 
field 


writers, 


all operations of a 


wide service network for type 
adding machines and accounting 


machines. 


Clary Canadian Company 

A major the 
Canadian business machine industry was 
announced with formation of Clarv Mul 
tiplier of Limited. Hugh L. 
Clary, president of Clary Corp., said that 


addition to growing 


Canada 


plans for the Canadian organization in- 


clude establishment of a Dominion fae 


tory. A survey of possible sites is being 
conducted by Joseph M. Klein, assistant 
to the president and head of Clary inter- 
national operations. 


Swedish Anniversary 


The Swedish Chamber of Commerce of 


the U 
with a special and handsome anniversary 
the Swedish 
the group’s long-established 

The 
the 
American 


. S. celebrated its 50th anniversary 


issue of 
Monthly,’’ 


publication. 


‘* American 


featured 
ottice 


such as Fact 


issue among 


other items Swedish 


on the 


machines 
market 

Odhner Addo 
Halda typewriters, as 
tribute to the Hillstrom 
Pa., founders 
Corry-Jamestown Mfg. 
office 


caleulators, and adding 


machines, well as 
paying family 


of Corry, and owners of 


Co., manufac 


turers of steel furniture. 


Newell Joins Mayer 
Newell, 


sales 


Robert J. 
ing and 


formerly advertis 


promotion manager with 


Johnson Oil Refining Co., was appointed 
advertising and sales promotion manager 
for Mayer Mfg. Corp., Chicago, manufac 
turers of desk and stationery accessories, 
and 
Mr. 


uctivities ot 


and metal 
displays. 
the 


advertising specialties, 
wire 


Newell will 
all three 


point-of-purchase 
coordinate 
divisions. 
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“SUPERIOR” 


World’s largest rebuilders of office machines 


gives you 
ROYALS 
REMINCTONS 
UNDERWOODS 
L. C SMITHS 
In Rainbo-tone Decorator 


AT HALF THE PRICE * 


* Rainbo Green 
* Pastel Blue 
« Sunglo Tan 


ett 


se = ——— 
oT ~ = 





Superior grade reconditioned 
typewriters refinished in 
sparkling new Rainbo-tone 
colors yours at practically 
half the price you would pay 
for brand new machines 


Dealer 
Inquiries 
invited 


See your dealer or write to: 


SUPERIOR TYPEWRITER CO., INC. 
34 HUBERT ST NEW YORK 13, N Y 


Look for and insist on genuine “Superior” Rebuilts! 


For More Information Circle No. 292 
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Buttons Buy Shipman-W ard 


George 3utton and his sons Jack, 
George II and Dick, have purchased 
Shipman-Ward Mfg. Co., Chieago. The 
company has served office n achine deal 
ers internationally for 63 years. George 
Button, torme! president of Wholesale 
Typewriter Co., has been in the type 
writer business 54 vears. His extensive 
knowledge of the oftice equipment field 
and dealers’ problems will be an invalu 
able asset for Shipman-Ward. Jack But 
ton, president of Wholesale Typewriter 
for the past two vears, resigned to be 

» president of Shipman-Ward. George 

II, who operates General Type 
Paterson. N. J.. also will be 

associated ith the firm. Dick Button, 
internationally famous skater, will be a 
vice president. Dick is a graduate of 
Harvard Law School. Steve Kantor, 


president and treasurer of Shipman 


is now executive vice president 
sasurer. Miss C. M. Bircher re 


MODERN wooD BLOCK mains as secretary and credit manager. 


STAMP PAD! eerev0e50ce0e Joins Oxford Paper Co. 


Richard E. Hanson, recently regional 
Weod Block Is chemically sales manager of the Ozalid Div., Gen- 
treated to hold large amounts sy: ~: ‘ . 
i lek Gat tte just the eral Aniline & Film Corp., and formerly 
right amount te the surface! with Charles Bruning Co., has joined 
Ink dries instantly on paper Oxford Ye or Co. as lanager F tech- 
yet never dries in the pad! _— Paper a a 7 “* i] 
Pad eurtone te chuaye Setend nical specialties sales. 1] Tr. Hanson wi 
firm does not collect lint! be located in the New York office and 
Ink cannot gush up between will be responsible to Andrew M. Me- 
the type causing a blurred > : ' 
impression! surney, vice president, sales. 
Impressions are always 
strong, clear, brilliant and fe ° 
waterproof | Hugh Taylor (of London) Ltd, 


Ink penetrates pad quickly, Hugh Tavlor of London Ltd., 25 
will not stand on surface as ail . : “ 

with ordinary pad! Aldersgate St., London E. C. 1, England, 
Clear-Print Ink and Pad are is a newly formed company, taking over 
never affected by molsture or ‘ : 
humidity! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


the 25-year-old typewriter parts, acces- 


sories und workship equipment depart 


ments of London Typewriter Co. Ltd. 
gladly sent to Interested Dealers! ‘ . 7 
Hugh ¢ lavlor, managing director of 


the new company, who organized thi 





L. A. PHILLIPS, President 
special division origin illv, announces 


f esse | that far reaching plans will extend to 
/] [hy Fin ed the typewriter industry the utmost 11 
CARBON Parte 


aad service and products. The new company 


PROCESS “CO. 192 mii st. rocnester leals onlv at wholesale and export. 
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VANIOL Nae) 
BUSINESS 


WALLACE B. SADAUSKAS 


MANUAL OF 


BUSINESS FORMS 


$2 a copy postpaid 








... a guide to 
businessmen, 








office executives and 
purchasing agents 


The basic principles of design and construction of busi- 
ness forms, illustrated with nearly 100 charts, examples 
and pictures. The Manual of Business Forms points out 
the many different varieties of forms available for use 
in business and industrial management. 

The only objective work on the subject. For the first 
time, all the tremendous number of available forms 
constructions are described in a manner which allows 
the reader to select the best type for a particular 
business system. Time studies of forms processing 
operations are reduced to efficiency factor figures in 
easy-to-read charts which pinpoint the basic advantages 
and disadvantages of each type of construction. In 
addition, there are chapters on carbon paper, tags, 
envelopes and paper. Other chapters thoroughly cover 
duplicated forms, checks, pegboard forms, autographic 
registers, stock forms, manifold books, and many others. 
The Manual includes many pages of informative adver- 
tising, providing a wide range of sources for the 
reader to use in selecting forms manufacturers and 
suppliers. 





OFFICE PUBLICATIONS CO. 


in U.S. 232 Madison Ave., New York 16 
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Monroe Calculating Machine Co. 
Moore, Inc., P. O. 

Multistamp Co. he ie 
National Blank Book Co. 
National Business Publications 
National Business Show .. . 
National Cash Register Co. 
National Cotton Council .. 
Neenah Paper Co. 
Nekoosa-Edwards Paper Co. 

New England Paper Punch Co. 
Nippo Machine Industry Co., 
Norta Distributing Co. 

Office Products, Inc. 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America . 
Outlook Envelope Co. 

Ozalid Div., General Aniline & Film Corp. 
Parsons Paper Co. 

Paterson Parchment Paper Co. 

Pearl Engraving Corp. 

Peerless Imperial Co. 

Peeriess Photo Products, Inc. 

Phillips Process Co. 

Photostat Corp. 

Pike & Co. E. W.. 

Pitney-Bowes, Inc. 

Plastic Binding Corp. 

Plymouth Rubber Co. .. 

Port Huron Sulphite & Paper Co. 

Posting Equipment Corp. 

Pres-to-Line Corp. of America 
Print-O-Matic Co. 

Rapid Roller Co. 

Record Files, Inc. 

Regal Typewriter Co. ‘ 

Regna Cash Registers, Inc. 

Remington Rand Division 

Rex-Rotary Distributing Corp. 

Rite-Line Corp. 

Roberts Rubber Co., Weldon 

Rochester Ribbon & Carbon Co. 

Rol-Dex Division 

Roller Press 

Roll-O-Graphic Corp. ; 

Rose Ribbon & Carbon Mig. Co. 

Roya! Typewriter Co. ... 

S & M Distributing Co. 

Saunders Mfg. Co. 

Schlegel Mfg. Co. . 

Schwab Safe Co. 
Schweitzer, lic., 
Scott-Rice Co. yer er err rer Te ; 
Shaw-Walker Co. 169 
Signe! Engineering & Mfg. Co. . ; . 206 
Smeed Mfg. Co. .... ; ‘ae | 
Smith, Inc., Charles C. . ; 213 
Smith- Corona Inc. Inner Front Cover 
SorterGraf Co. .. ak ; / 
Southern Folder & Index Co. wai aca’ 30 
Speed-O-Print Ccrp. awk 63 
Standard Duplicating Machines Corp. 

Sten-C-Labl, Inc. 

Stile-Craft Manufacturers, Inc. . 

Storms Co., H. M. 

Superior Typewriter Co, : 

Swift Business Machines Corp. .. 
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Syntron Co. 130 
Tab Products Co. . ; 187 
Tauber Plastics, Inc. ....... . 186 
Thomas Collators, Inc. . mare 139 
Tiffany Stand Co. .... {7 ae 
Todd Co. ... . 15) 
Traveletter Corp. .. ae 142 
Typewriter Equipment Co, .......--++++++: 234 
U-File-M Binder Mfg, Co. ... 213 
Underwood Corp. ... Outer Souk Cover 
Vari-Typer, The .... = 181 
Victer Adding Machine Co. ........--- . 189 
Victor Safe & Equipment pevedes er 221 
Vogel-Peterson Co. ier ; << 1 
Wale Floating Nozzles .... ine opecnee ae 
Warner, H. A. . : $059 ra 186 
Wassell Organization ; 
Watson Mfg. Co. ‘ 38 
Wausau Paper Mills Co. 136 
Weber Addressing Machine Co . 59 
Webster Co., F. S. ... ; . & 
Weston Co., Byron 29 
Wheelock Signals, Inc. 

Wolber Duplicator & Supply Co. 120 
Worden Co. 217 
X-acto, Inc. 


now 
; NEW 


a 
od oe 


BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 232 Madison Ave.. 
New York 16. 








Consent Decree 


HE READERS of 


are the executives who admin- 


these lines 


ster and control the offices where 
more than 70% of all the eleri- 
cal workers in the country are em- 
ployed, and who use and buy for 
their companies approximately 80% 
of all the office equipment sold. They 
have long been seriously concerned 
by the situation which virtually con- 
fined them to a single rental source 
to meet their punched card equip- 
ment This 
course, will be strongly affected by 


needs. condition, of 


the sweeping, indeed astonishing, 
consent decree recently agreed to by 
IBM as an outcome of the anti-trust 
action brought by the U.S. Depart- 
ment of Details 


found on another page of this issue. 


Justice. will be 

No one ean deny the contribution 
made by IBM through the vears to 
the present advanced state of many 
The 


been costly, the products are marvels 


office operations. research has 


of American engineering and tech- 
nical skill. And, of course, size alone 


242 


is neither illegal nor evil in business. 
Neither can the increasingly critical 


reaction of the business publie to 
IBM’s unique distribution policies 
and practices be denied. The -ustice 
Department’s bill of particulars was 
and eondemna 


severe, accusatory 


tory; the consent decree broad in 
base and far-reaching in effeet. Sub- 
stantial changes in many of IBM’s 
marketing policies are called for. The 
net result to the business world 
should be beneficial with, eventually, 
a greater variety and source of sup- 
plies and systems available. 


While 


will continue by preference to rent 


many thousands of users 
this equipment from IBM, there is 


no question new competitors will 
enter the field. To survive, they will 
have to be vigorous and_ profit-con- 
scious. Some will meet these eondi- 
tions and flourish, which will make it 
vood for the customers, for the in- 
dustry, for the country and perhaps 


IBM. 


equipment 


even for The history of the 


office industry shows 
many cases where a leader has con- 
tinued to grow in sales, profits and 
size, while simultaneously undergo- 
ing a decline in their percentage of 
the market. This is due to the intense 
development of the total market as 
a result of competition, the increas- 


ing volume of paperwork and the 


industrial growth of the country. <A, 


smaller piece of a larger pie will be 
healthier, particularly as punched 
ecards continue to play a role in elee- 


tronic applications to business. 
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Even in these days of Automation... 


IT’S THE COPIES THAT GET THINGS DONE! 


Amazing “electronic brains” store vast quantities of data and 
perform prodigious calculations at lightning speed. Yet the vital 
facts and figures which they produce are of no value until placed 
in the hands of the people who need and use them. 


This calls for fast, efficient duplicating equipment. Today as always, 
DITTO stands supreme in the systems and short-run duplicating 
field. Thus DITTO and electronic computers work hand in hand in 
the constantly accelerated approach to the automatic office. 


To find out how DITTO will fit into your office procedures simply 
attach this ad to your letterhead and mail to DITTO, Incorporated, 
Attn. Mr. Finley, or call the local DITTO office listed in your 
classified phone book. 


DITTO, .... 


2221 W. Harrison St. * Chicago 12, Illinois 


DITTO 


NE-WR 


TEM 


For More Information Circle No. 





NOW! Underwood Electric 
Continuous Form Machines 
offer you automatic electric 
carhon paper 


retraction of 


Underwood Electric Continuous Form 
Machines are designed to eliminate all 
non-productive operations in multi-copy 
record writing. 

Automatic electric retraction of carbon 
paper is a good example. The carbon 
paper is automatically moved from the 
completed set of forms into typing posi- 
tion in the following set of forms. Result: 
you save time, cut carbon paper costs. 

Other features are: Underwood ma- 
chines will accommodate every style of 


continuous forms and continuous length 


UNDERWOOD 


carbon paper—long flat sheets, flat packs, 
single and multiple-ply rolls. The oper- 
ator simply types and removes each set 
of forms: the next set is automatically 
moved into typing position. Machine is 
always available as an all-purpose elec- 
tric typewriter. Cost savings usually pay 
for machine during first year. 
Telephone your nearby Underwood 
office (see the yellow pages of your tele- 
phone directory) or write today for 
full details on the Underwood Electric 
Continuous Form Machines. 


CORPORATION 


One Park Avenue, New York 16, N. Y. 


For More Information Circle No. 205 





